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ABSTRACT

AN ACTIVITIES COORDINATOR'S HANDBOOK
FOR OTHELLO HIGH SCHOOL
OTHELLO, WASHINGTON
By
Matthew A. Stevens
August, 2001

The purpose of this project was to provide a handbook for use by the activities
coordinator at Othello High School as well as to insure consistency with the mission
statement of the school:
"Othello High School, a partnership of teachers, paraprofessionals,
administrators, parents, and community, will help students achieve
immediate and future success both personally and professionally. Our
goal is to promote life-long learning so that students will become
responsible citizens in our ever-changing society."
The intent of the handbook was to provide the Othello activities coordinator with
a base of current literature and research related to the duties, responsibilities, and skills
required of a senior high school activities coordinator. A secondary purpose of the
handbook was to provide support to students, advisors, and administrators with regards to
leadership skills and activities, required documents, legal requirements for ASB
operations, and a general resource for advising student activities.
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CHAPTER 1
BACKGROUND OF THE PROJECT
Cocurricular pursuits, after all, can undergird the goal of teaching
students to be responsible and fulfilled human beings, providing them with
opportunities that develop character, critical thinking, sociability, and
specific skills ... A high school should seek to engage as many students
as possible in cocurricular activities, following a philosophy that students
will miss a valuable part of their education if they do not participate.
(Fiscus, 1999, p.l)
Introduction
Students in many schools participate in a wide range of interscholastic,
intramural, and extracurricular or cocurricular activities as part of their high school
educational experience. Participation in these activities is voluntary and requires an extra
sacrifice of time, money, and commitment by the participant. Examples of these
activities include athletic programs, student government, service clubs, academic clubs,
and vocational organizations. Participation in these activities supports and enhances
classroom learning and should be available for all students if they so choose. Some
people in the field of education strongly maintain that participation in these activities
benefits all students, including at-risk and gifted students.
Activities programs utilize a variety of teaching strategies and learning
environments to provide integration of skills and concepts taught in the classroom in an
applications-oriented environment; thus providing educational benefits for all
participants. Service learning, kinesthetic learning, leadership development, and
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collaboration are the foundations of these programs and clubs. Educational benefits to
students include a stronger student/school connection (Marsh, 1992), better academic
skills (Mahoney & Cairns, 1997), improved social skills ("Citizenship and Asset Building
Through Athletics", 2000), lower dropout rates (Mahoney & Cairns, 1997), higher
feelings of self-worth ("The Case for High School Activities'', 1999), and motivation to
set and achieve goals (Silliker & Quirk, 1997).
Educators need to recognize the value that Associated Student Body (ASB)
activities add to the overall learning experience. Further, these activities require genuine
support and the enthusiasm of competent adult advisors. Advisors should model
dedication, excitement, and commitment in an environment that is often plagued with
time consuming responsibilities. Common activities include chaperoning, completing
paperwork, assuring compliance with state, district, and building requirements,

c

solicitation of membership, budgeting and financial duties, parent contacts, and the
expectations of participants and supervisors. Many advisors quickly become
overwhelmed and begin to feel discouraged with these challenges and the unexpected
nature of situations which frequently occur.

Purpose of the Project
The purpose of this project was to provide a handbook for use by the activities
coordinator at Othello High School as well as to insure consistency with the mission
statement of the school:
"Othello High School, a partnership of teachers, paraprofessionals,
administrators, parents, and community, will help students achieve
immediate and future success both personally and professionally. Our
goal is to promote life-long learning so that students will become
responsible citizens in our ever-changing society."
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The intent of the handbook was to provide the Othello activities coordinator with
a base of cunent literature and research related to the duties, responsibilities, and skills
required of a senior high school activities coordinator. A secondary purpose of the
handbook was to provide support to students, advisors, and administrators with regards to
leadership skills and activities, required documents, legal requirements for ASB
operations, and a general resource for advising student activities.

Limitations of the Project
The following limitations were identified as a part of this study:
1.

Scope: The handbook was specifically intended for use by the
activities coordinator of Othello High School in the state of
Washington.

2.

Research: Literature and studies refened to in this project were
limited to the past 10 years.

3.

Target Audience: The handbook is a resource for the activities
coordinator at the senior high school level, grades 9-12.

4.

Research Project: Participation in the project's survey was limited
to persons responsible for the coordination of activities in AA and
some AAA high schools in the state of Washington.

Definition of Terms

1.

AA: A high school in the state of Washington with a student enrollment

between 300 and 600 in grades 10, 11, and 12.
2.

AAA: A high school in the state of Washington with a student enrollment
between 601 and 1000 in grades 10, 11, and 12.
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.J.

Activities Coordinator: The person responsible for the planning,

organizing, implementing, and evaluating the student activity program,
excluding athletics.
4.

Associated Student Body CASB): The formal organization of the students

of a school formed with the approval of and regulation by the board of
directors.
5.

Advisor: The school appointed adult with responsibility for planning,

organizing, implementing, and evaluating a specific student activity
program.
6.

Club Activities: Usually an interest, subject, or service group that meets

on a regular basis.
7.

Cocurricular Activities: Activities sponsored and endorsed by the school

but not part of the master schedule. This is the most current term for
"extracurricular activities." These activites may be closely related to
course curriculums but carried out before or after normal class time.
8.

Extracurricular Activities: Activities sponsored and endorsed by the

school district but not part of the master schedule. These nature of these
activities are characterized as cultural, athletic, recreational, or social.
9.

Recognition Programs: An established procedure for bringing attention to

the outstanding achievements and/or skills and/or activities of students or
faculty.
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10.

Student Leader: A student who has been elected or recognized either
formally or informally as a representative or spokesperson for any number
of students or student clubs.

11.

Student Store: A designated area that sells goods and services to the
student body for profit. The store is a fundraising entity of the ASB.

CHAPTER2
REVIEW OF RELATED LITERATURE

Introduction
The research and literature utilized in Chapter 2 was identified through a
computer search, specifically the Educational Research Information Center. (ERIC)
Additionally, related information was obtained from persons with responsibilities for
Associated Student Body activities in selected AA and AAA high schools in the state of
Washington. An Internet search of related professional organizations was performed.
The review ofliterature has been arranged into five sections that will address the
following areas:
1.

Extracurricular Activities Support Traditional Academic Goals

2.

Extracurricular Activities Develop Life Skills and Community
Relationships

3.

The Roles and Expectations of the Activities Coordinator

4.

Components of Effective Activities Programs

5.

Summary

Extracurricular Activities Support Traditional Academic Goals
In a research report for the National Association of Secondary School Principals
(1999), Lyn Fiscus identified a change in terminology that is used to designate student
activities as cocurricular, not extra curricular. The concept of 'extracurricular' serves no
useful purpose. Anything extra occupies a position peripheral to the school's main
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mission ... Essentially, all activities carried out under the aegis of a high school should
be viewed in terms of their potential contribution to the school's over all goals for young
people. Further, participation in extracuITicular activities-even those not obviously
associated with academic achievement-apparently leads to increased commitment to
school and school values, which leads indirectly to increased academic success. (Marsh,
1992, p.560) Although "extra" to the cUITiculum, many activities are closely linked to
academic achievement and performance. (Mahoney & Cairns, 1997, p. 241)
The National Federation of High Schools (NFHS) published a position paper on
their website identifying the following benefits of cocUITicular activities:
•

Activities support the academic mission of schools. They are not a diversion but
rather an extension of a good academic program.

•

Activities are inherently educational. Activity programs provide valuable lessons
for practical situations-teamwork, sportsmanship, winning and losing, and hard
work.

•

Activities foster success in later life. ("The Case for High School Activities",
1999)
In the same paper, NFHS identified findings from a study entitled

"Extracurricular Participation and Student Engagement," conducted in June, 1995, by the
National Center for Educational Statistics. The findings revealed that participants in
student activities reported better attendance than non-participants. Additionally,
participants were three times as likely to perform in the top quartile on a composite math
and reading assessment compared with non-participants.
In a study to determine if extracurricular activities protect against dropout,

Mahoney and Cairns (1997) state that for students whose prior commitment to the school
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and its values has been marginal, such participation provides an opportunity to create a
positive and voluntary connection to the educational institution. Results from this study
also indicated that engagement in school extracuni.cular activities is linked to decreasing
rates of early school dropout by both boys and girls.
In a related study, Silliker and Quirk (1997) found that extracuni.cular activity
participation was associated with positive student outcomes. Their outcomes include
higher career aspirations, better school attendance, improved social standing among
peers, and reduced delinquency.
Participation in extracurricular activities could, for example, raise an individual's
status within the school, extend his or her social affiliations in the school community, or
enable both to occur. The impact would be to render school a more meaningful and
attractive experience for students who have experienced few successes in academic
subjects. (Mahoney & Cairns, 1997, p. 241)
Research conducted by Herbert Marsh (1992) summarizes the salient points of
this section by stating that extracurricular activity participation is favorably associated
with: (in order of size and effect)
•

social self-concept

•

academic self-concept

•

taking advanced courses

•

time spent on homework

•

post-secondary educational aspirations

•

studies focused in the academic track

•

college attendance
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•

parental aspirations

•

senior occupational aspirations.

Extracurricular Activities Develop Life Skills and Communitv Relationships
Extracurricular activity participation is one way to develop student competency
and to promote learning and development in the broad areas of lifelong learning, personal
effectiveness, and life roles. (Silliker & Quirk, 1997, p. 288) Preparing students for postsecondary life is an important aspect of education and one that is frequently neglected.
The National Federation of State and High School Associations (NFHS) and its
membership believe that interscholastic sports and fine arts activities promote citizenship
and sportsmanship. They instill a sense of pride in the community, teach lifelong lessons
of teamwork and self-discipline and facilitate the physical and emotional development of
our nation's youth. ("The Case for High School Activities", 1999)
The NFHS published a study, "Citizenship and Asset Building Through
Athletics" (2000) which included the following table:
Skills Reasonably Developed or Facilitated
by Intentionally Using Special Programs or Strategies
• Relationships with unrelated adults

• Caring school climate

• Parent involvement in school programs

• Youth viewed as a resource in the community

• Service to others

• Positive peer influence

• Integrity

• Honesty

• Responsibility

• Restraint

• Interpersonal and cultural competence

• Resistance skills

• Peaceful conflict resolution

• Self-esteem
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• Positive view of personal future

• Positive values

• Healthy lifestyles

• Conununity service

Cocurricular activities and clubs often include elements of service as an integral
learning strategy and element in their mission statement or goals. In Texas, some schools
are require service learning activities for graduation and allow credit for service
performed in cocurricular clubs and activities. Service learning integrates academic
principles into real life scenarios. It enhances students' academic curriculum or the
educational components of their study by utilizing a conununity service program.
(Gomez, 1999) Schools that include service learning as an integral part of the
educational experience send students, teachers, and parents the clear message that, as a
conununity, we share important core values. (Ernest & Amis, 1999) The same authors
note that students involved in service learning typically demonstrate social, personal, and
intellectual growth and development. Teamwork and problem-solving skills are
increased, as well as leadership and initiative.
Social and emotional competence is the ability to understand, manage, and
express the social and emotional aspect of one's life. These "life skills" include learning,
forming relationships, solving everyday problems, and adapting to the complex demands
of growth and development. They also include self-awareness, control of impulsive
actions, working cooperatively, and caring about oneself and others. (Elias, Zins,
Weissberg, Frey, Greenberg, Haynes, Kessler, Schwab-Store, & Shriver, 1997) Service
learning connects the students' education to meaningful life experiences that makes it a
powerful tool for the social and emotional growth of young people. (Ernest & Amis,
1999) The development of service learning leaders builds on what young people know
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and can do well while challenging them to enhance their skills or try something different.
(Des Marias, Yang, & Farzanehkia, (2000)
In a survey of 4,800 high school students in March 1995, the Minnesota State
High School League found that 91 % of the students who participate in school activities
tend to be school leaders and role models; 92% said that participation in school activities
provides an opportunityto develop self-discipline not found in a regular classroom
setting. ("The Case for High School Activities", 1999)
The College Entrance Examination Board's Scholastic Aptitude Test (SAT) found
that having a high SAT score did not necessarily indicate success in a chosen career.
Teens who were active in school activities, had hobbies or jobs, were found to be most
likely to succeed at their chosen profession as well as to make creative contributions to
their community. (as cited in "The Case for High School Activities, 1999)
The NFHS identified expectations for student participants:
•

Treat teammates with respect.

•

Treat opponents with respect.

•

Respect the judgment of officials in all contests.

•

Cooperate with officials, coaches, or directors and fellow participants to conduct a
fair contest.

•

Accept seriously the responsibility and privilege of representing school and
community.

•

Live up to high standards of sportsmanship established by the coach or director.
("The Case for Sportsmanship, Ethics, and Integrity in High School Activities'',
2000)
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Herb Childress, an ethnographer from the University of Wisconsin-Milwaukee,
made the following observations of why football is better for teenagers than school
(Childress, 1998):
In football:

1.

Teenagers are considered important contributors rather than passive
recipients.

2.

Teenagers are encouraged to excel.

3.

Teenagers are honored.

4.

A player can let the team down.

5.

Repetition is honorable.

6.

The unexpected happens all the time.

7.

Practices generally run longer than 50 minutes.

8.

Homework is different from what's done in the classroom.

9.

Emotions and human contact are expected parts of the work.

10.

Players get to choose their own roles.

11.

The better players teach the less skilled players.

12.

There is a large amount of individual instruction and encouragement from
adults.

13.

The adults who participate are genuinely interested.

14.

Volunteers from the community are sought.

15.

Ability isn't age linked.

16.

Football is more than the sum of its parts.

17.

A public performance is expected.
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You can substitute "music" or "theater" or "soccer" for "football", and everything will
stay the same. Not one of these 17 patterns, taken individually, constitutes a magic
potion for a good learning environment. But when we look at these patterns together, we
can see that football has a lot to recommend it as a social configuration for learning.
(Childress, 1998)

The Roles and Expectations of the Activities Coordinator
The challenge of raising knowledgeable, responsible, and caring children is
recognized by nearly everyone. Few realize, however, that each element of this challenge
can be enhanced by thoughtful, sustained, and systematic attention to a child's social and
emotional learning. (Elias, Zins, Weissberg, Frey, Greenberg, Haynes, Kessler, SchwabStore, & Shriver, 1997) Promotion of extracurricular activity participation seems an
appropriate, efficient, and effective way to complete the mission of a comprehensive,
developmental program based upon the maximum development of individual
potentialities. (Silliker & Quirk, 1997) Activities coordinators share this responsibility
and must use this mission as a focus for their program.
Student leaders want an advisor who cares. (Burton, 1999) Such an advisor has
enthusiasm, genuine compassion, shares responsibility, and is flexible with time
commitments.
Skilled adult guidance and supervision are essential to the success of student
activities. (Ernst & Amis, 1999) In the state of Washington, adult supervision is required
by the Washington Administration Code (WAC) 392-13 8-040 in matters that pertain to
ASB budgeting procedures. Advisors must realize that the student leader of an activities
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club or program must have responsibility for the processes and the outcomes of the
group.
Partnerships in which young people and adults share learning and leadership
allow them to become co-creators of community. In effective instructional settings, the
teacher moves from being the gatekeeper of knowledge and resources to acting as an ally
and a partner in learning social action. (Des Marias, Yang, & Farzanehkia, 2000, p. 680)
The NFHS has established a list of expectations for coaches, directors, and
sponsors of student activities. The list states that these people should:
•

Set a good example for participants to follow, exemplifying the highest moral and
ethical behavior.

•

Instruct participants in proper sportsmanship responsibilities and demand that
they make sportsmanship and ethics the number one priority.

•

Respect the judgment of contest officials and abide by the rules of the event.

•

Treat opposing coaches, directors, and participants with respect.

•

Develop and enforce penalties for participants who do not abide by ethical
standards. ("The Case for Sportsmanship, Ethics, and Integrity in High School
Activities", 2000)
Bob Burton, an activities coordinator in California for 30 years, gave the

following ten suggestions for activity coordinators and advisors (Burton, 1999):
1.

Know names- it shows you care.

2.

Nothing unexpected please- Communicate, communicate, communicate.

3.

Communicate clearly- restate and reassure.

4.

Class dynamics- Involve students in planning and execution.
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5.

Giving criticism- Nothing is perfect, some things go really bad but always
start with the positives.

6.

It's STUDENT activities- Validate their efforts.

7.

Confidentiality- If school policy or laws come into play, let students know
you may have to communicate with someone else.

8.

Will you help me- Use this phrase to get nonparticipants involved.

9.

What's important now- Prioritize and plan tasks so you don't have to rush.

10.

Checklists- Stay organized and make the tasks that much easier. (Burton,
1999)

In conclusion, do not underestimate the influence and power well planned and
executed activities have in the lives of students. The role of the advisor is to supervise,
direct, and influence young people to be involved in worthwhile and meaningful
activities. Herb Childress (1998) observed that striking-and strikingly consistentdifferences between the perfunctory classroom sessions and lively extracurricular
activities existed. These differences provided valuable and necessary opportunities for
student learning and development.

Components of Effective Activities Programs
At a cost of only one to three percent (or less in many cases) of an overall
school's budget, high school activity programs are one of the best bargains around. ("The
Case for High School Activities", 1999) Social and emotional education is sometimes
called the missing piece, that part of the mission of the school that, while always close to
the thoughts of many teachers, somehow eluded them. (Elias, Zins, Weissberg, Frey,
Greenberg, Haynes, Kessler, Schwab-Store, & Shriver, 1997)
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In addition to offering a broad academic curriculum, middle schools and high

schools encourage students to participate in various extracurricular activities; these
include organized sports, special-interest academic pursuits, vocational clubs, supervised
student government, newspapers, yearbooks, and various other activities. (Mahoney &
Cairns, 1997) Cocurricular activities include language clubs, career-oriented clubs,
school publications, pep club, student government, drama club, and service organizations.
(Fiscus, 1999) Cocurricular is the most current term used to describe the organizations,
programs, and clubs mentioned by these authors. Activities are assigned an individual
advisor and a person designated as the activities coordinator to correlate the activities of
all organizations at the high school level.
Increased diversity of activities offered in high school provide adolescents more
opportunity for activity participation suited to their interests and abilities. (Mahoney &
Cairns, 1997, p. 248) A process for recognition of student activities is in place in the
state of Washington. Once an activity is recognized, the organization is entitled to utilize
ASB (Public) funds. The process to apply for recognition varies only slightly but involves
application to the ASB council, the construction of a constitution, student membership in
the A SB-usually accomplished by the purchase of an ASB card, and approval of the
application by the student government.
Some schools limit participation in activities by enacting strigent rules and
requirements. The rationale for exclusionary rules, such as motivation to "do better," is
highly questionable. (Camp, 1990) An effective high school activities program should
strive to include students rather than to exclude. In middle school, 8% of the boys and
13% of the girls participated in one activity. Across the 9th through lz!h grades, 48 % of
boys and 65 % of girls participated in more than one activity. (Mahoney & Cairns, 1997,
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p. 242. These results indicate the growing level of interest and involvement of high

(

school students and the opportunity a high school activities program has to bind students
to the school.
Cocurricular and extracurricular activities should focus on developing students;
providing service to the school and community is an instructional strategy which should
be a part of the activities program. (Gomez, 1999) With the focus on learning through
service, students participate in systematic activities that result in assistance to others, as
well as personal growth. Service experiences may also impart or reinforce commonly
accepted values such as a sense of justice, compassion for others, or an acceptance of the
obligations of citizens. (Howard, 1993) As with any educational pursuit, activities must
articulate benefits, goals, outcomes, and appropriate instructional strategies to validate
the expenditure of time and financial resources. Service learning without emphasizing
leadership development is often trivial and shallow. Leadership development requires
adults and young people to work collaboratively in the design of service learning. (Des
Marias, Yang, & Farzanehkia, 2000)
School activities programs should include a recognition program. Programs
frequently used by high schools include student of the month, recognition in local media,
and various awards and certificates. An effective activities program assures that the
efforts of youthful participants will be recognized by those served, including their peers,
the school, and the community. (Ernst & Amis, 1999)

Surnmarv
The research and data collected in Chapter 2 identified the following conclusions:
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1.

School activities support the mission and the academic learning goals in
high schools. Activities favorably influence student attendance, academic
achievement, school attachment, and self-esteem.

2.

School activities are inherently educational. Participants are engaged in
activities that enable them to use previously developed skills, improve
these skills, and acquire new skills by actively engaging their minds and
bodies.

3.

Skills which are needed to be successful in the post-secondary world can
be developed. Teamwork, peaceful conflict resolution, compassion,
perseverance, loyalty, honesty, integrity, positive vision of the future, and
many other skills and attributes are correlated with participation in
activities.

4.

Cocurricular activities require adults and youth to interact. The
collaborative environment is seen as a positive influence in shaping the
lives of youth while energizing and challenging for adults.

5.

A well-designed activities program strives to include as many students as
possible. Greater involvement leads to increased benefits to the program
and the participants.

6.

Service learning provides the key elements of social and emotional
learning in a student's educational experience. These elements are
difficult to achieve in a typical classroom but are facilitated in the
activities program.

7.

High school activities programs are healthy for the community. Students
become connected to the community through participation and feel a sense
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of ownership. The community becomes more involved with its youth.
Parents become increasingly involved with the activities of their children
and other citizens begin to recognize youth as a vital resource.

CHAPTER3
PROCEDURES OF THE PROJECT
The purpose of this project was to provide a handbook for use by the activities
coordinator at Othello High School as well as to insure consistency with the mission
statement of the school:
"Othello High School, a partnership of teachers, paraprofessionals,
administrators, parents, and community, will help students achieve
immediate and future success both personally and professionally. Our
goal is to promote life-long learning so that students will become
responsible citizens in our ever-changing society."
The intent of the handbook was to provide the Othello activities coordinator with
a base of current literature and research related to the duties, responsibilities, and skills
required of a senior high school activities coordinator. A secondary purpose of the
handbook was to provide support to students, advisors, and administrators with regards to
leadership skills and activities, required documents, legal requirements for ASB
operations, and a general resource for advising student activities.
Chapter 3 contains background information describing:
1.

Need for the Project

2.

Process and Data Collection

3.

Implementation

Need for the Project
The need for an Activities Coordinator's Handbook for Othello High School was
based on:
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I.

Recognition of the value activities programs add to Othello High School
and a desire expressed by building administration for the program to be
administered consistently.

2.

The author of the project was selected to the position of Activities
Coordinator at Othello High School for the 2000/2001 school year.

3.

The prior Activities Coordinator at Othello High School had a successful
program but failed to maintain documentation of resources, guidelines, or
procedures to assist in the transition of new personnel into the role and
responsibilities of the Activities Coordinator.

4.

The need for the project corresponded with the author's pursuit of a
Master's Degree in Educational Administration at Central Washington
University.

Process and Data Collection
A questionnaire used in the development of the project was designed following
the author's completion of a review of related literature, an interview with the previous
Activities Coordinator at Othello High School, and attendance at the Washington
Activities Coordinator's Association (WACA) conference in March 2000.
Recipients of the questionnaire were targeted due to similar demographics to
those of Othello High School as reported by the Washington Interscholastic Activities
Association. Specifically, the recipients were persons responsible for administration of
the activities program in fifty nine 2A and eight 3A high schools in the State of
Washington. Participants were asked to share information pertaining to their
responsibilities with regard to programs and assignments.
(
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The survey tool was mailed to each school and included a self-addressed, stamped
envelope for returning the survey. A cover letter was included to acquaint the participant
with the purpose of the survey, instructions for completing the questionnaire and how the
information obtained would be used . (See Appendix A) A suggested timeline for
completion and return was also included. Participants were not required to identify either
themselves or the school which they represented. Forty three of the sixty seven
questionaires were returned and provided information to use as a basis of comparison
with the duties and responsibilities assigned to the Activities Coordinator at Othello High
School.
The questions were designed to reveal the program responsibilities and
assignments related to the Activities Coordinator's position of the school. The questions
were primarily closed-ended and did not allow the respondent the freedom to elaborate.
However, a portion of the survey allowed participants to write in perceptions and
responsibilities not articulated in the specific survey questions. Several of the
respondents did indicate a number of individuals shared responsibility for many of the
activities as well as the Activities Coordinator.
The responses received were analyzed by tallying the total number of responses
for each question and recording the raw scores. Upon completion of this task, the raw
scores were divided by the number of questionnaires returned to determine a percentage
of positive responses. (See Appendix B)

Implementation
The results of the questionnaire were used in the development of the Activities
Coordinator's Handbook for Othello High School. Specifically, the results were used to
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support the inclusion and choice of topics included in the handbook. The author also
used the data collected to discuss the position of Activities Coordinator for Othello High
School with building administrators.

OTHELLO HIGH SCHOOL
1

ACTIVITIES COORDINATOR S HANDBOOK

Prpared 'By:
'Matthew ?!.. Stevens
2001

INTRODUCTION

The purpose of this handbook is for use by the activities coordinator at Othello
High School as well as to insure consistency with the mission statement of the school:
"Othello High School, a partnership of teachers, paraprofessionals,
administrators, parents, and community, will help students achieve
immediate and future success both personally and professionally. Our
goal is to promote life-long learning so that students will become
responsible citizens in our ever-changing society."
The intent of this handbook was to provide the Othello High School activities
coordinator with a base of current literature and research related to the duties,
responsibilities, skills required of a senior high school activities coordinator. A
secondary purpose of the handbook was to provide support to students, advisors, and
administrators with regards to leadership skills and activities, legal requirements for ASB
operations, required documents, and a general resource for advising student activities.
The information presented in this handbook is arranged into nine sections. Each
section will begin with a brief overview of the contents followed by an appendix
containing documents, forms, and other materials pertinent to the subject addressed
therein. The appendix for each section will not have page numbering so that these forms
may be copied and used by the activities coordinator.
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SECTION 1:

GENERAL RESPONSIBILITIES OF
THE ACTIVITIES COORDINATOR

INTRODUCTION

At Othello High School, the position of activities coordinator is recognized
through contractual negotiations. The activities coordinator is paid a stipend according to
the extra-curricular salary schedule, tier one, of the current Master Contract. In addition
to the stipend, the activities coordinator is also given one additional preparation period to
perform some of the duties and responsibilities required by the position. A weekly
scheduling meeting is held with the principal, assistant principal, athletic director, and the
activities coordinator to correlate activities and review the master calendar. All ASB
activities should be reported at this meeting for the following two weeks or more to avoid
scheduling and procedural conflicts.
The activities coordinator serves as the ASB advisor and assists the student body
officers and clubs in carrying out a plan of work for the year. Primarily, the assistance
needed will be consultation on legal issues and district policies regarding fundraising,
expenditure of funds, budgeting, activity planning, membership qualifications, and event
promotion. Secondarily, the activities coordinator will provide support through
distribution of supplies, scheduling facilities, and consulting with administration. The
activities coordinator will directly advise the ASB executive officers and student council
and will indirectly advise other ASB recognized organizations by working with the
designated faculty advisors.
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Teaching Schedule
Leadership class teaching assignment is given to the activities coordinator. This
class is composed of the executive council members and other students who have applied
and been accepted into the class year previous. Leadership class is based on the service
learning instructional model and is used as a time for student leaders to learn skills,
concepts, and methods that pertain to the responsibilities of the office to which they were
elected. Some time should be allowed for students to plan and discharge the duties of
their office in class. Other class duties that are to be performed daily are best facilitated
when Leadership is first period. When this occurs, asking teachers to dismiss students to
perform daily operational tasks is not necessary.
Because the ASB secretary in the office works half-day shifts in the morning, the
counseling office will schedule Leadership first period. The activities coordinator should
request to have second and third periods as prep because the assembly and special
activities schedule places these events between these two periods. A second and third
period prep will allow the activities coordinator adequate time to prepare and clean up
after assemblies. Additionally, suppliers for the student store make deliveries during this
time and the process of receiving merchandise is more easily facilitated.
If at all possible, the activities coordinator should attempt to have either the ASB

President or ASB Vice President assigned as a Teaching Assistant throughout the course
of the day. As unanticipated events occur that have bearing upon ASB activities, these
officers can address the issues at hand. Also, this time allows the officer and the advisor
time to plan, counsel, and discuss issues of concern. It is a personal observation of the
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author that it is in this setting that the student leader is most comfortable expressing
concerns to the adult advisor.

Student Government
The activities coordinator will also act as ASB advisor. Because ASB executive
officers are enrolled in the Leadership class, executive meetings should be held weekly to
coordinate plans and calendars.
Student council meetings are held monthly. Because of size requirements, the
library is the venue for these meetings. The composition of the student council is dictated
in the ASB Constitution of Othello High School. These meetings should be planned and
executed by the Executive Council with some guidance from the ASB advisor.

Class and Club Advisors
Responsibility for the appointment of class and club advisors rests with the
principal. Nevertheless, the activities coordinator should be actively involved in the
recruitment and recommendation of faculty members for any of these positions.
During orientation day at the beginning of every school year, the Activities
Coordinator should request that the advisors of all ASB organizations meet for a brief
period to discuss issues and concerns for the coming year. In this meeting, the activities
coordinator should review district and state requirements for the use of funds, review
budgets and approved fundraisers for the year, place major events on the master calendar,
review requirements of ASB organizations in the ASB Constitution of Othello High
School, and offer support for approved activities. At the conclusion of the meeting, the
activities coordinator should be available to consult with individual advisors. Handouts
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should be prepared in advance of the meeting with the important points covered during
the meeting.

Activitv Planning and Supervision
Most activities that are to be carried out will have checklists to be completed and
distributed. Regular activities such as assemblies, mixers, and Dawg Dish concessions
all have handouts to be given to the sponsor organization prior to the event. Annual
events such as homecoming, freshman orientation, and some assemblies have general
guidelines and plans from past years that can be modified.
The activities coordinator must supervise all activities that are sponsored by the
executive council and the ASB. Events that are sponsored by other organizations of the
ASB are not mandatory for the activities coordinator to supervise but, nonetheless, the
activities coordinator should make a significant effort to support these activities by
attendance as well.
Athletic contests and practices will be supervised by the athletic director and is
not the responsibility of the activities coordinator. Likewise, fundraising and budgeting
for the athletic department is the concern of the athletic director and should only be
coordinated with the activities director.

Funding
Funding issues and the use of money is a major concern of the activities director.
The State Auditor's office will conduct an audit annually to assure that state requirements
for the use of public funds are fulfilled. Marty Fortin, the director of the Cispus Leaming
Center for the Association of Washington School Principals, conducts several ASB
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fundraising workshops throughout the course of the year. This workshop is highly
recommended for the activities coordinator, the ASB secretary in the office, and any class
or club advisors.

Recognition
The activities coordinator is responsible for carrying out several student and
faculty recognition programs. The student council recognizes one male and one female
student of the month as well as one staff person of the month. At the end of each
trimester, the one male and one female student of the trimester for each grade level is
nominated and then selected by the faculty. At the awards assembly, usually held near
the end of May, departments may choose to recognize outstanding students. The
activities coordinator prepares these certificates. At the end of the school year, the
faculty nominates and then selects the recipients for five senior awards that are then
presented at the commencement exercises.
Other recognition programs may also be implemented at the discretion of the
student council or administration.

Facilities and Equipment
The ASB maintains a supply room for the promotion of activities, decorations,
and promoting a positive school atmosphere. This room is stocked with paint, paint
brushes, butcher paper, tag board, tape, glue, scissors, marking pens, reader board letters,
sound system and equipment, and various other items. It is the responsibility of the
activities coordinator and executive council to maintain appropriate quantities and
monitor the use of these supplies.
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The activities coordinator is responsible for a mobile sound system stored in the
PE department. This can be used either to play music or with a microphone system.
Public address systems are located in the high school corridor, the gymnasium, and the
football stadium. Groups using these venues may request the use of these systems and
the activities coordinator will need to set up these audio systems.
The activities coordinator maintains the student and faculty parking lots as well as
reader boards. Painting stalls, assigning parking spaces, updating messages, and
maintenance of equipment is included in these responsibilities.
The student store, the Dawg Dish, and its inventory and housekeeping are the
responsibility of the activities coordinator. The activities coordinator will complete
assignment for concessions with input from the executive council. The use of any school
facilities after normal school hours must be coordinated through the community schools
office and reserved to avoid conflicts between academics, athletics, activities, and
community groups.

SECTION 2:

MONTH BY MONTH
PLANNING CALENDAR

Introduction
Being organized and getting started early on tasks will help the activities
coordinator to carry out well-planned activities. While some of the tasks the activities
coordinator will complete will be spontaneous, others can be prepared well in advance.
Large projects and activities that require student planning and involvement will require
more planning time than other, less involved assignments. Some tasks will require ongoing attention while others will be one time per year or at regularly scheduled intervals.
The following planning calendar is generic and can be applied and modified to
suit the needs of the current activities director and administration.

Planning Calendar
June
•

Review all summer fundraisers and activities of clubs.

•

Plan to meet with the executive council approximately two weeks after school
is dismissed.

•

Executive council meeting should focus on planning freshman orientation,
choosing a homecoming theme, designing a button and tee shirt for
homecoming, summer service opportunities, welcome back assembly, and
leadership camp.

•

This is a good time to review the past year and make changes to forms, plans,
leadership curriculum, and planning for the fall.
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IO
•

Order supplies for class and for the ASB room to be all ready for the fall.

•

Update and arrange the athletic hall of fame.

•

Schedule the library for the coming year's student council meetings.

July
•

Update the master calendar for school events, in-service days, half days, etc.

•

Continue with executive council meetings as needed (probably bi-weekly)

•

Finalize freshman orientation plans-agenda, identify vendors, create flyers,
determine order quantities, and who will fulfill what assignments.

•

Finalize homecoming plans-theme, t-shirt design, button design, choose
vendors, daily activities.

•

Take executives to leadership camp, listen to ideas they come back with,
choose one or two good ideas to implement.

August
•

Finalize Welcome Back Assembly

•

Meet with entire leadership class-cover freshman orientation, student
parking lot painting, reader board messages, welcome back assembly, posters
up in the school hallways, other service tasks and ideas.

•

Reminders sent and participants contacted for freshman orientation. Order
food for barbecue, contact Coca-Cola for soda donation, rehearse the agenda
and program.

•

Order supplies for the Dawg Dish.

•

Order tee shirts and buttons for homecoming week.
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•

Prepare PO and service contract for DJ at mixers. Make arrangement to have
a check made out at each dance.

•

Coordinate the halftime performance schedule for all football games. The
majority of these should go to the Drill Team and Band, not the cheerleaders.

•

Prepare mixer plans for sponsoring groups for the first month of school.

•

Prepare Dawg Dish concession sheets for the first month of school.

•

Call the County Health Department to arrange a day and time for the
leadership class to get their food handlers permits.

•

Have leadership class planned and notebooks ready to begin.

September
•

Welcome Back Assembly executed.

•

Finalize homecoming details. (Dance, halftime, judging, scoring, see
checklist)

•

Agenda and execution of the first student council meeting. Pass out
information for homecoming.

•

Register for Washington Association of Student Councils (WASC) conference
and renew membership.

•

Initial Interhigh meeting, usually the second Wednesday of the month.

•

County Health department in leadership class for food handler's permit.

•

Stencils for end zone and 50 yard line designs on the football field.

•

Depending on date of Homecoming, royalty nominations and elections held.
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October
•

Homecoming-review checklist and daily schedule.

•

Review and rehearse homecoming halftime agenda. Contact families of
royalty.

•

W ASC Conference.

•

Plan Veteran's Day Assembly and recognition activities.

•

Midterm for the first trimester.

•

Keep current with mixer plans.

•

Keep current with concessions assignments.

•

Plan half-time performance schedule for basketball and wrestling seasoncheerleader camp and drill team camp for elementary girls.

November
•

Veteran's Day activities.

•

Fall Formal mixer.

•

Thanksgiving.

•

Community service opportunities.

•

Plan leadership class for second trimester.

•

Number of concessions increases with basketball and wrestling seasons, order
larger quantities for the Dawg Dish.

•

Trimester ends.

•

December is short-Plan for activities in January (Martin Luther King
Recognition)
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•

Student of the trimester nominations and final ballots early in the month.

•

Interhigh meeting second Wednesday of the month.

•

Fall sports state participation assembly.

December
•

Christmas/Winter Break Assembly.

•

Martin Luther King Recognition finalized.

•

Mini-Homecoming activities planned for January.

•

Community service.

•

Keep things up beat-watch for signs of "holiday blues"

•

Be aware of activities happening over winter break.

•

Personal advice-relax and get away from school during the break, you will
need to be refreshed.

Januarv
•

Mini-Homecoming Week and dance.

•

Martin Luther King Activities.

•

Midterms for the second trimester.

•

Plan for Valentines Day-Data Match fundraiser should be complete by
January 25.

•

Interhigh meeting second Wednesday of the month.

•

Gather information for the "Got Milk?" mixer.

•

Register for Washington Activities Coordinator's Association (WACA)
conference to be held in March. -Excellent for professional development.
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February
•

Valentine's day mixer and Data Match Fundraiser sale.

•

State Wrestling/Basketball assembly.

•

Beginning planning for ASB and Class officer elections.

•

Beginning reviewing budgeting forms and timetable for preparing the coming
year's budget.

•

Spring sports begin.

•

Continue to prepare for "Got Milk?" mixer.

•

Plan service in schools for "Read Across America Day," March 2.

•

Review and plan Leadership class for next trimester.
March

•

Interhigh meeting second Wednesday of the month.

•

Statewide testing.

•

Distribute applications for next year's leadership class, pre-registration is the
end of March.

•

St. Patrick's Day.

•

Senior Class Blood Drive.

•

Sadie Hawkins.

•

W ACA conference.

•

Junior Miss Pageant.

•

Sandhill Crane Festival-Music boosters will ask to run the concession stand.

•

Nominations and final ballots for the student of the winter trimester.

15
•

Finalize "Got Milk?" plans-Food, inflatable toys, chaperones, DJ.

•

Distribute information for budgeting at student council meeting to be returned
in April and then final approval in May.

•

Spring Break.

•

"Got Milk?" Mixer.

•

ASB and Class Officer Elections.

•

Review budget requests with the executive council.

•

Possible statewide testing extensions.

•

Midterms for spring trimester.

•

Sign up for summer leadership camp.

•

Plan and announce Awards Assembly in May.

•

Senior Prom.

•

Final budget approval by student council.

•

Senior award nominations and final ballots.

•

Order plaques for five senior awards, six ASB officers, and valedictorian and
salutatorian.

•

Senior projects, open house, and boards.

•

Graduation preparation.

•

Students of the spring trimester nominations.
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•

Do not order more food for the Dawg Dish after May 1. Let the inventory sell
out.

•

Recognition for state competition for spring sports.

•

Interhigh meeting second Wednesday of the month-Take next year's ASB
officers.

•

Obtain sports schedules from athletic director.

•

Plan mixers, concessions, and ASB transfer of funds, for following year.

•

Contact and schedule DJ for following year.

•

Awards Assembly-senior slide show.

•

Pictures by professional photographer of following year's ASB and class
officers.

•

Prepare planning calendar for following year.

•

Order student calendars for Leadership notebooks from Dorians.

•

Order supplies for Leadership class.

•

Make a big order of supplies for homecoming competitions for following
year.

•

Thoroughly clean Dawg Dish and Inventory.

•

Take down posters and display cases.

•

Order parking passes for following year and parking lot paint.

On-going Tasks
•

Keep ASB room organized, inventoried, and well stocked.
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•

Be aware of all activities of clubs and organizations. Promote them with
posters, reader boards, and bulletin aunouncements.

•

Bi-weekly executive council meetings.

•

Weekly correlation meetings with the principal, assistant principal, and
athletic director.

•

Monthly student council meetings the first or second week of every month.
Plan them early and make them worthwhile.

•

Coordinate and calendar fundraising activities. Make sure all fundraisers are
approved correctly for all clubs and organizations.

•

Check with the athletic director frequently for changes in sports schedules.

•

Coordinate and seek the approval of the administration for activities.

•

Contact all assembly or activities participants early. Clearly communicate
expectations, agendas, and the extent of the participation requested. Send
timely reminders. Have multiple people contact and reconfirm expectations.

•

Prepare and hand deliver thank you notes for chaperones, vendors, donors,
and participants in all activities. Honey catches more flies than vinegar.

•

As the activities coordinator, do not forget that you are coordinating student
activities. The success of activities should be measured by the amount of
student involvement in all stages of the activity. Seek student input, give
students responsibility, and hold them accountable.

SECTION 3:

TEACHING SCHEDULE

TEACHING SCHEDULE
Introduction
The activities coordinator will be assigned to teach the Leadership class at Othello
High School. Leadership should be scheduled first period because this time most easily
facilitates the activities and responsibilities that are assigned to the class. Additionally,
the activities coordinator will be given one extra preparation period to perform the duties
assigned by administration. Because assembly schedules and activity schedules place
these events between second and third period, the activities coordinator should request
that these two periods be assigned as prep.

Leadership Enrollment

Students who are interested in enrolling in Leadership class must first complete an
application (see Section 3 appendix) and have it signed by their parents. When the
application is received, the activities coordinator reviews the applications and selects the
class members. Selection criteria are based upon the following considerations. All
executive officers should be enrolled. Class officers, student council members, and other
elected officers of clubs should then be considered. Finally, applicants that fit none of
these criteria may be considered. The activities coordinator may or may not circulate an
applicant-rating sheet to the faculty to assist in making the decision. Generally,
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upperclassmen have demonstrated more maturity and dependability in accomplishing
course requirements.

Goals and Objectives
Leadership class uses service learning as an instructional model and portfolio
evaluation for assessment. This class is designed to teach students the concepts and skills
of leadership by taking initiative and carrying out projects. Because the work done in this
class is less teacher-structured and more student-centered, students need more flexibility
to accomplish their tasks. Hall passes and permission to leave campus are frequent
occurrences. Goals and objectives for the course as well as class rules are included in the
class notebook that is given to all students. (See section 3 appendix)

Curriculum
Course curriculum is flexible. At the beginning of the year students are given a
notebook to use as a portfolio documenting classroom assignments and a planning
calendar that Jostens has donated in the past. At the beginning of the fall trimester, the
portfolio will contain several handouts including the class contract for that trimester. The
contract states the grading scale and the activities students may complete to earn points.
Each trimester, students are given a different contract and more handouts describing
major projects. (See section 3 appendix)
In a typical five-day week, two class days should be used to provide service tasks
around the school. These tasks are identified in the notebook. The remaining three days
offer the teacher some flexibility in use. Usually, two days will be used to plan, obtain
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equipment or supplies, and rehearse upcoming activities. The final class day will be used
to complete an assigned class project or to teach a more formal leadership lesson.

Planning Periods
The activities coordinator should use one planning period per day to prepare for
instruction in the classroom setting. The second planning period should be used for
duties assigned to activities coordinator. Some of the common activities for planning
period are following up on student service projects, correlating with school
administration, stocking and inventorying the student store, reviewing profit and loss
documentation, correlating with class and club advisors, preparing for coming activities,
and other tasks that are assigned.

If possible, the activities coordinator should have an ASB executive officer
assigned to them as a teaching assistant. This assistant can do many of the follow up
tasks on student service projects and receive inventory deliveries for the student store.

Professional Development
A valuable asset to the activities coordinator is the ASB secretary in the office.
The secretary is knowledgeable about financial requirements and keeps all the books,
tickets, and other such records. This person needs to work very closely with the activities
coordinator to assure legal requirements are being met.
Othello High School participates in the Yakima Valley Interhigh. Interhigh will
meet bi-monthly and afford the activities director the opportunity to take the executive
council members to training and to meet with other coordinators. This group of people is
very willing to share information and to help.
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Each year in March, the Washington Activities Coordinator's Association
(WACA) has a conference. The flier will arrive some time in January. The WACA
conference is valuable for training, networking, and information gathering. This
conference should be attended annually and the activities coordinator should be attentive
to pre-conference workshops that may offer valuable training.
Finally, school administration will provide necessary counsel, advice, and
support. Administrators will identify district policies, building policies, and resources
that are available to the activities coordinator.

SECTION 3 APPENDIX

CONTENTS:
Leadership Class Application
Fall, Winter, and Spring Class Contracts
Class Rules
Parent Letter
Project Sheets
Service Day Log
Student Store Work Log
Notebook Inserts

HUSKIE LEADERSHIP APPLICATION FOR '01-'02

D(-- Applicant and Parent/Guardian:
I would like you to seriously consider your decision to apply Leadership for the '01-02' school year. The Leadership
class is open to ASB executive officers, class officers, club officers, athletes, members of clubs, and any student
interested in being actively involved in enhancing our school climate. The class is chosen by the faculty and is a full
year, three-semester class. Members of the Leadership class plan and organize most OHS activities during the year.
Tit is is a service-oriented class. We do work for the school, much of which goes unseen or unnoticed! Here are a few
things to consider when applying for leadership:

>>>>>-

Why do I want to be in Leadership?
Do I have the time to put in on assigned major projects?
Are my grades such that they will not suffer with this added time commitment?
Do I have an excellent attendance record?
Am I completely drug and alcohol free and committed to remaining so?

Below are the objectives and expectations for Leadership. Before filling out the application, discuss these with your
parents to decide if the commitment to this class is right for you.

Objectives:

>>>>>-

(·

To serve the students of Othello High School.
To become more involved in the school environment.
To involve and recognize as many students at OHS as possible.
To create and promote a more positive school climate.
To learn how to become a more effective leader amongst peers.

Course Expectations:
>- Students are expected to attend several school activities during the course of the year.
>- Each student will keep a leadership portfolio that includes grade contracts and a journal.
>- Attendance will be tlte majority of tlte grade as missed activities are difficult to make up.
>- Class members are OHS leaders at all times and are expected to model appropriate leadership behavior both
in and out of class.
>- Students will be asked to sign a drug and alcolzolfree agreement in order to be in the class. Violation of
tltis may result in removal from and failure of the course.
>- Students will complete various projects throughout the year that relate to leadership and promote a positive
school climate.
It is not my intent to discourage you from applying for Leadership, but to inform you of the degree of responsibility the
members of this class carry. You will be the reason next school year will be a success. I am excited to be involved ant
trust that your desire to serve is exactly that; a desire to SERVE. If you have any questions about the application or
the class, please see me.
Sincerely,

r
0

"-·

1:thew A. Stevens, Activities Coordinator

Complete the following information and turn in to Mr. Stevens. (Keep the cover letter for your information)

Accum. GPA:- - - - - - - Grade '01-02- - - Number of absences this school year: _ _ _ _ _ (explain if there are many)

Classes you have pre-registered for in '01-'02

Do you work during the school year?

_ _ _ _ _ _ Hours per week?_ _ _ _ __

Do you plan to work during the '01-'02 school year? _ _ _ _ _Hours per week?_ _ _ _ __
1.

Why do you want to be in Leadership?

2.

What do you feel is the role of the Leadership class at Othello High School?

3.

What major strengths do you have that will be an asset to the Leadership class?

4.

Do you have any weaknesses you feel being a member of the leadership class will improve on?

5.

What clubs and/or activities have you been actively involved in at OHS?

6.

Are you willing to talk in front of the student body, be involved in skits, and participate in more
"high risk" situations by stepping out of your comfort zone?

7.

What offices have you held, are holding, and/or are running for next year?

8.

What are some specific goals you have for OHS in '01-'02?

9.

List two staff members who would recommend you to be in Leadership.

Student Signature:

I have read and understand what is expected of Leadership students. I understand this is a full year course (1.5
credits). If selected for the class, I will do my absolute best for the class and OHS. I also understand that Leadership
students take a no drug or alcohol stand and I will and do uphold that expectation.
Signed:_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Date: _ _ _ _ _ _ _ _ _ __

Parent/Guardian Signature:
My son/daughter has discussed the Leadership class expectations with me. I have reviewed his/her application and I
support his/her decision to apply. I also understand this is a yearlong class (1.5 credits) and support the no drug or
alcohol policy of this class.

r
~

'ed: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Date:

-----------

August 28, 2000
Dear Parent and Student:
This letter briefly explains the Leadership Class at OHS. It is not a traditional academic class, but
provides many opportunities for your son or daughter to develop leadership skills. Many parents and
students are unaware of the curriculum ofthis course, so I would like to share it with you.
The largest portion of the grade in this class is based on attendance. Leadership students have been
chosen by the faculty, largely from leadership traits they have already demonstrated; so we expect
students to be here to "lead". Another expectation of the course is that students are not just leaders
during first period, but all day, nights and weekends. Leading by example is a major theme of the
course. Because of this, Leadership students must remain drug and alcohol free to remain in
Leadership. Bv signing the bottom ofthis letter, the student promises to uphold this pledge to
remain drug and alcohol free throughout the school vear.
Another important theme of this class is "Leadership as a service". A community service activity will
be required during the year. The curriculum of this course also includes: communication skills, group
processes, managerial skills, self-awareness, and human relations. We will cover these with various
activities. They will also organize and participate in the many projects and duties that go on at OHS
during the school year. At times, these projects require students to leave campus for different reasons,
such as soliciting donations from businesses or buying supplies. Bv signing the bottom of this letter,
the parent is giving consent (or their student leader to leave campus periodically when approved by
the instructor.
I am very excited about the opportunity of working with your son or daughter this year. The
Leadership class will accomplish great things this year as they make Othello High School a better
place. Please look over your student's Leadership Notebook, which contains the course syllabus and
expectations. If you have any questions regarding the leadership program at OHS, please call me at
school at 488-3351 during school hours.
Sincerely,

Matt Stevens
Activities Coordinator, OHS
I have read and understand the course expectations as
outlined in the above letter and the Leadership Notebook.

Parent Signature, Date

Student Signature, Date

Leadership A,B,& C

Mr. Stevens

2000-2001

Course Syllabus
(

Rationale for a Leadership Class:
The attributes of successful leaders can be identified and taught. The saying that "leaders are born, not
made" does not necessarily hold true. This course is designed to give students as many opportunities
as possible to become better leaders in their school and community.
Course Goals:
1. To instruct students in various methods and techniques for planning, implementing and evaluating
projects related to school activities.
2. Each student will foster the value of positive self-worth in himself/herself and other members of a
group. They will become "self-aware" and work on skills that include: Stress-management,
dealing with failure vs. success and criticism and praise.
3. The student will have the opportunity to improve their communication skills including: Public
speaking, listening, and awareness of public relations.
4. The student will have the opportunity to improve their knowledge of group processes including:
Conflict resolution, "icebreakers," goal setting, decision making, and group dynamics.
5. The student will gain an awareness of effective managerial skills including: conducting meetings,
assemblies, problem solving, time management, and financial and budgetary management.
6. The student will learn to deal with issues surrounding human relations skills including: positive
reinforcement, trust, social and cultural diversity, promoting a positive school climate, involving
the entire student body, and good sportsmanship.
7. The student will do his or her best to make OHS and Othello a better place to go to school and live!
Course Rules:
1. Respect Everyone!
2. Come to school fired up, on time, ready to roll!
3. Work to be part of the solution, not the problem.

"Excellence is not an act, but a habit."
Grading:
Your grade will be based on a point system from two areas. The first part of your grade comes
from a list of core requirements, which must be completed during the trimester. You must complete all
core requirements to receive an 'A' grade. The second part of your grade will come from a list of
optional activities of which you will probably need to do several to earn your grade. (see next page)

Classroom Policies
**

You will be expected to conduct yourself in a mature and responsible manner at all times. You
are not just a leader during first period, but throughout the entire school day, on weekends and
vacations. You are representing OHS and your community all the time.

**

The Leadership class will often times be out of the classroom and/or unsupervised. The class
will at times be in ten+ different locations; sometimes off campus. You are on autopilot quite a
bit. Abuse of this freedom will result in loss of it! Continued abuse will result in removal from
class.

**

Be courteous and respectful to everyone you work with or come in contact with. When entering
another classroom, make yourself as inconspicuous as possible. Smile a lot - it is contagious.
Say "Thank you."

**

Make everything you do quality. Take pride in your work. Remember we are not here for
recognition for what we do.

Rules To Live By
1. If you open it, close it.
2. If you turn it on, turn it off.
3. If you unlock it, lock it. (make sure the door latches)
4. If you break it, repair it.
5. If you can't fix it, report it to someone who can.
6. If you borrow it, return it.
7. If you use it, don't abuse it.
8. If you make a mess, clean it up.
9. If you move it, put it back. (where you found it)
10.Ifyou don't know how to operate it, leave it alone.
11.If it belongs to somebody else and you want to use it, get permission first.
12.If it doesn't concern you, don't mess with it.

Service Days
The class will be divided into three teams (red, black, & white) which will take turns
doing the different duties that need to happen around our campus on a regular basis.
Two executive officers will co-captain each team. They will take part with the team
most of the time, however they will have their own separate duties to attend to also.
There are three lists of duties, which will be assigned to a team. These lists will rotate
every two weeks. The entire class will also work on various other projects such as
assemblies, dances, lunchtime activities, Homecoming, special events, etc.

Service Day Activities
RED

WHITE

Enhancing School Climate
Enhancing School Climate
Recycling
Outdoor Reader Board
Monitor Parking Lot
Gym Reader Board
Litter Patrol
Corridor Reader Board
Birthday Cards/Display Case
Scoreboard Names
Agendas/Minutes
Welcome Signs
Copies
Weekly Activity Calendar
Bulletin Boards
Activity Line
Display Cases
Event Promotion
Special Projects
Special Projects

BLACK
Enhancing School Climate
Store Inventory
Clean Store
Count/Deposit $
Financial Reporting
Store Ordering
Group Promotion
Posters
Store Staffing
Special Projects

*** There will be other items added to these lists depending on what is lzappening.

Leadership Teams
Red

White

Black

Lindsy

Rory

Carly

***Sandy and Ashley will be floaters and supervise tlze work of all tlze teams.

(
~-

Store Duty
1. Inventory all items on Inventory Form. Make sure you write down all the
names of people doing the inventory and the date on the top of the form.
If you are counting unwrapped food, wear gloves or estimate the amount
as best you can. MAKE SURE TO COUNT THE STUFF UNDER THE
COUNTER. Return form to Hofs, highlighting the items we need to order.
Orders are made on Wednesdays, and arrive about noon on Thursdays.
2. Re-stock the coolers with drinks. Move all drinks that are already in the
fridge to the far left, and re-stock from right to left.
3. Re-organize candy, etc. Open new containers if necessary. Open two of
something if it will fit behind the other.
4. Dilute more nacho cheese. Open new can. Dump 1/2 of the new can into
a Tupperware container. Add about a cup of hot water into the 1/2 can of
cheese, and a cup into the Tupperware container. Stir both until totally
mixed in. Pour all of the cheese from the can into Tupperware container.
If there is any cheese left in the old Tupperware container, dump that in
last. (so it gets used first) Do not leave any cheese in a metal can.
5. Wash. Rinse, and Sanitize ALL dishes. Then wipe down all counter
tops, and other surfaces with a rag from the sanitation solution.
6. Get mop from janitor closet and mop floor.
7. Take$ back to classroom. (leave $50 in change in the drawer: 1 ten, 3
fives, 15 ones, and 40 quarters) Count $ using a Store Deposit Sheet.
Tell Hofs the amount and take $ to Mrs. Roberts.

Leadership Class Contract: Fall Trimester '00
Name

------------A= 190+

Total Points

------

Final Grade

----~

c = 150-169

B = 170-189

Optional Activities
Points

Date

Initial

1. Summarize an article pertaining to leadership. (put in notebook)

---

(each activity worth l point I*= 2 point activity)

--

--

2. Summarize an article pertaining to leadership.
3. Work at an athletic event.

--

--

--

----

6. Help clean up after an assembly.

7. Help clean up after an assembly.

--

--

4. Help set up for an assembly.
5. Help set up for an assembly.

---

(take tickets, etc.)

8. Help set up for a dance.
9. Help set up for a dance.

(put in notebook)

Points

Date

Initial

(each activity worth 1 point I*= 2 point activity)

10. Help clean up after a dance.

--

11. Help clean up after a dance.

--

12. Work in Student Store beyond required 15 times.
13. Work in Student Store beyond required 15 times.

--

14. Participate in an assembly.

--

--

15. Help run a lunch time activity.

--

16. Help plan a dance.
17. Promote a school activity.

--

- - 18. Work the polls during an election.

---

19. Work the polls during an election.

--

-- --

20. Help run an after school activity.

--

21.

--

22. Make the honor roll on mid-term. (3.0 GPA+)

-- --

23. Participate in an extra-curricular activity.

--

24. Make table tents for the corridor.

--

25. Run for an office.

--

-- --

Show a new student around campus.

--

26. Make and put up locker signs.
27. Apply for a job.

--

- - 28. Attend an OHS sponsored event.

--

29. Send Thank-you notes after an event.

--

- - - - - - 30. Apply for a scholarship.

32. Get 5 kids to go on rooters bus.

--

33. Get 5 kids to go on rooters bus.

--

--

--

36. Decorate a school bulletin board.

--

--

--

--

--

37. *Create a program/bulletin for an OHS event.
38. *Spend 30 min. picking up litter at OHS.

---

34. Work a Blood Drive.
35. Attend 3 different Fall sports as a spectator.

---

(copy in notebook)

31. Take money or tickets at a dance.

--

--

(copy ofapp in notebook)

--

39. *Attend an Othello School District concert.
40. *Donate Blood.

Points

Date

Initial
41.

--

--

(each activity \VOrth 1 point I*= 2 point activity)

--

*Interview a person in a leadership position, write one page
summary, and place in notebook.

- - 42. *Have a parent chaperone a dance/activity.

- - - - 43. *Design a display case.
44.

*Attend a City Council meeting. (one page summary in notebook)

45.

*Attend School Board meeting. (one page summa1y in notebook)

--

46.

*Go on a Rooters Bus.

--

47.

Other approved activity.

48.

Other approved activity.

--

--

--

--

--

--

--

--

--

- - 49. Other approved activity.

--

--

- - 50. Other approved activity.
Total Optional Points

Student Store Work Log
Fall Trimester '00
Morning Shift (7:45 - 8:05)
Day Worked

Date Worked

1.

2.
3.
Lunch Shift (11:51 - 12:22)
Day Worked

Date Worked

1.

2.
3.

4.
5.

6.
7.
After School Shift (2:54 - 3:10)
Day Worked

Date Worked

1.
2.
3.

Other Days Worked
Day Worked
1.

2.
3.

Date Worked

Service Day Log
Activity

1.
2.
3.
4.

5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

15.

Initials

Activities Line Update Procedure
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Dial 4899
When answers, press "#"
Mail box number 4868
Password
0000
Dial 313
Hear Message, follow prompts, "2" to record
message
Press "6" to review message
Press "5" to save message
Press "4" to delete message
Press "*" until the system says good bye
Hang up

BTS PHONE System---1-800-465-2110

and "2" to end when recording new

Leadership Class Contract: Winter Trimester '00-'01
Name,- _ _ _ _ _ _ _ _ _ _ _ _ _ Total Points- - - - - Final Grade- - - - -

B = 170-189

A= 190+

c = 150-169

Optional Activities
Points

Date

---

Initial
--

---

---

l,

Summarize an article pertaining to leadership, *(put in notebook)

2,

Be an active member of an OHS Club,

3,

Work at an athletic event (take tickets, etc.)

4.

Help set up for an assembly.

5. Help set up for an assembly.

--

6. Help clean up after an assembly.

---

(each activity worth 1 point I*= 2 point activity)

7.

--

--

--

--

--

Points

Date

8. Help set up for a dance.
9.

Initial

Help clean up after an assembly.

Help set up for a dance.

(each activity worth 1 point I*= 2 point activity)

Points

Date

Initial

(each activity \VOrth I point I*= 2 point activity)

--

41. *Interview a person in a leadership position, write one page
summary and place in notebook.

-- --

42.

--

--

- - 43. *Design a display case.
44. *Attend a City Council meeting. (one page summary in notebook)

--

--

*Have a parent chaperone a dance/activity.

--

45. *Attend School Board meeting. (one page summary in notebook)

--

46. *Go on a Rooters Bus.
47. *Hours of Community Service (1 point per hour up to 6 pts.)

--

- - - - 48. *Large Promotional Poster.
- - 49. *Attend OHS Drama Presentation.

--

--

-- ---

--

--

--

--

50. Other approved activity.

---

51. Other approved activity.
52. Other approved activity.

- - 53. Other approved activity.
54. Other approved activity.

Total Optional Points _ _ __

Leadership: Winter Trimester Core Requirements

Article Summary Paper & Presentation (5 points)
Find an article from a magazine, journal, newspaper, or some other source that is relevant to leadership
or profiles a specific leader in a positive light. Write a minimum of one page which summarizes the
article and gives your reaction to it. Your heading, in the upper right hand comer, should include:
Name, Date, & Assignment. The top of the paper should be a bibliographic reference to the article,
then the summary. This paper must be typed and double spaced.
Using the information you learned in preparing your Leadership Article Summary, give a short (2-3
minute) presentation to the class of the content of your article, and what you learned from it. This is
not meant for you to just read your summary. This is a speaking activity.

Leadership Collage (5 points)
You will create a Leadership Collage to be displayed in the classroom. This collage will be mounted
on a small poster board. This collage is designed to be a representation of what comes to your mind
when you think of "leadership". You can use photographs, pictures, magazine or newspaper cutouts,
quotes, drawings, poems, artwork, or other materials in your collage. Use your imagination!
Communitv Service Project (10 points)
This leadership class is all about service. This trimester, you will fulfill a community service
requirement. The purpose ofthis requirement is to increase your awareness of needs within our
community; to demonstrate "service" leadership; and to increase your sense of responsibility to, and
ownership in, our community.
I won't give too many specifications for this requirement in the fear that it might limit what you might
consider "community service". Community Service is best defined through non-profit organizations.
Baby-sitting for free, or going to the store for a neighbor (although noble acts) are not considered
"community service". Volunteering time in the church nursery is also a great thing, but probably not
the idea of this project I want you to extend yourself beyond what you already know, or feel
comfortable with. This will make this assignment much more educational for you.
You may fulfill this requirement through one activity or a combination. You need to have the enclosed
form filled out to verify the number of hours you have served. 10 hours = 10 points. 8 hours = 4
points. 6 hours = 2 points. If you would like to organize a group community service activity (either in
small groups or the entire class), that would be great. If you aren't sure whether your service will
fulfill this requirement, see me.

Public Speaking Evaluation Form Rate each category on a scale of 0 - 5, with 5 being the
highest.

BodilvAction
Stance
Gestures
Expressions
Eye Contact
Confidence
Total

Content
Volume
Clarity/Pronunciation
Pace/Rate
Smoothness/Flow

Informative
Attention Grabbing
Knowledge of Topic
Grammar

Total

25

Total

20

20

Comments:

Public Speaking Evaluation Form Rate each category on a scale of 0 - 5, with 5 being the
highest.

BodilvAction
Stance
Gestures
Expressions
Eye Contact
Confidence
Total

Content
Volume
Clarity/Pronunciation
Pace/Rate
Smoothness/Flow

Informative
Attention Grabbing
Knowledge of Topic
Grammar

Total

25

Total

20

20

Comments:

Public Speaking Evaluation Form Rate each category on a scale of 0 - 5, with 5 being the
highest.

BodilvAction
Stance
Gestures
Expressions
Eye Contact
Confidence
Total

Informative
Attention Grabbing
Knowledge of Topic
Grammar
Total

Total

25

Comments:

Content
Volume
Clarity/Pronunciation
Pace/Rate
Smoothness/Flow

20

20

Community Service Verification Form

Name of Volunteer:

- - - - - - - - - - - - - - - - - - - Date:- - - - Name of Organization:
------------------------0 rganization Representative:
- - - - - - - - - - - - - - - Phone #:- - - Service Provided By Volunteer:

Hours Worked:

Please rate the following: ( 1=excellent, 2=good, 3=fair, 4=needs improvement)
attitude

work ethic

__reliability

__appropriate dress and language

If you have questions, please contact Mr. Matt Stevens at Othello High School, 488-3351.

Community Service Verification Form

Name of Volunteer:

-------------------

Date:

-----

Name of Organization: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Organization Representative: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Phone#: _ _ __
Service Provided By Volunteer:

Hours Worked:

Please rate the following: ( 1=excellent, 2=good, 3=fair, 4=needs improvement)
attitude

work ethic

__reliability

__appropriate dress and language

If you have questions, please contact Mr. Matt Stevens at Othello High School, 488-3351.

Community Service Verification Form

Name of Volunteer:- - - - - - - - - - - - - - - - - - - Date:- - - - Name of Organization: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Organization Representative: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Phone#: _ _ __
Service Provided By Volunteer:

Hours Worked:

Please rate the following: ( 1=excellent, 2=good, 3=fair, 4=needs improvement)
attitude

work ethic

__reliability

__appropriate dress and language

If you have questions, please contact Mr. Matt Stevens at Othello High School, 488-3351.

Leadership Class Contract: Spring Trimester '01
Name

Total Points

A= 190+

B=170-189

Final Grade

c = 150-169

CORE REQUIREMENTS
(All Core Requirements must be completed to earn an
Points

Date

Initial

Requirement

'~ '')

Pts. Possible

Due Date

--

Attendance (2 pts/day, 1 pt if tardy)

120

611

--

Service Day Activities

10

6/1

Student Store Work Days

15

6/1

Class Rating

10

6/1

"7 Habits" Activities and
Reflection Journal

15

5/25

OHS Reflection Paper

lQ

5/25

--

--

--

---

--

--

180 pts
Total Required Points

Optional Activities
Points

Date

Initial

--

--

--

(each activity worth I point I*= 2 point activity)

1. Summarize an article pertaining to leadership.

2. Summarize an article pertaining to leadership. *(put in notebook)

--

-- -- --

3. Be an active member of an OHS Club.

4. Work at an athletic event. (take tickets, etc.)

--

-- -- --

5. Help set up for an assembly.

--

6. Help clean up after an assembly.

--

7. Help set up for a dance.
--

*(put in notebook)

--

8. Decorate a school bulletin board.

--

- - 10. Work in Student Store beyond required 15 times.

-Points

9. Help clean up after a dance.

-Date

Initial

(each activity \Vorth I point I*= 2 point activity)

-- --

11. Work in Student Store beyond required 15 times.

-- --

12. Work in Student Store beyond required 15 times.

--

13. Participate in an assembly.

--

--

14. Help run a lunch time activity.

--

--

15. Help plan a dance.
16. Promote a school activity.

-- --

- - 17. Work the polls during an election.

---

--

18. Work the polls during an election.

--

--

19. Have Every Single PAWS assignment complete by May 3rd.

- - 20. Help run an after school activity.

---

- - - - 21. Show a new student around campus.

--

--

22. Make the honor roll at mid-term. (3.0 GPA+)

- - 23. Participate in an extra-curricular activity.

---

--

--

--

--

--

25. Run for a school office.
--

--

- - 29. Be chosen for Honor Society.
30.

--

Send Thank-you notes after an event.

- - 31. Send Thank-you notes after an event.

--

32. Take money or tickets at a dance.

--

33. Work a Blood Drive.

--

- - 34. Work the OHS Track meet.

--

35. Attend 3 different Spring sports as a spectator.

--

36. *Attend 5 different Spring sports as a spectator.

---

(copy of app in notebook)

28. Apply for a scholarship.

--

--

26. Make and put up locker signs.
27. Apply for a job.

---

24. Make table tents for the corridor.

--

--

37.

*Create a program for an OHS event.

(copy in notebook)

- - 38. *Spend 30 min. picking up litter at OHS. (on your own time)

---

39.

*Attend an Othello School District concert.

--

40.

*Donate Blood. (your own!)

Points

Date

--

--

(each activity worth 1 point I*= 2 point activity)

41. *Interview a person in a leadership position, write one page
summary and place in notebook.
42.

--

---

Initial

--

*Have a parent chaperone a dance/activity.

43. *Design a display case.

- - 44. *Attend a City Council meeting.
- - 45. *Attend School Board meeting.

--

46.

--

(one page summary in notebook)
(one page summmy in notebook)

*Hours of Community Service (1 pt/hour up to 4 points)

47. *Attend OHS Drama Presentation.

--

- - 48. Other approved activity.

--

49. Other approved activity.

--

--

50. Other approved activity.

Total Optional Points _ _ __

Leadership: Spring Trimester Core Requirements

OHS Reflection Paper (10 points)
This paper has two parts. In the first part, you will discuss three areas that you consider our school to
be successful; or three things we do well as a secondary school. (Don't choose 3 different sports teams, sports
could be ONE of the areas) As you discuss these topics, make sure to describe WHY we are successful and
if anything should change in each. In the second part of the paper, identify at least one problem area
that you feel we, as a school, need to improve on. Also, discuss strategies for solving (or improving)
this problem area. There is no minimum or maximum length to this paper, but it needs to be typed and
double spaced.
Tlze 7 Habits ofHiglllv Effective Teens
We will be reading this book throughout the trimester. It will be yours to keep when we finish. All of
the reading will be done in class. You will be writing reactions to the chapters you've read, and also
sharing/discussing these reactions with your peers. Your points will come from the journal entries
(reactions) from this book.

Class Rating
You will be evaluated by your peers, and myself. At the end of the term, you will receive a rating from
each member of the class. This will count for %50 of your points. My rating will be the other %50.
This rating will be a score of 1-10 on the following: Cooperativeness, Initiative, Productivity,
Helpfulness, Energy, Punctuality, Work Ethic, Creativity, Efficiency, Attitude, Use of Time, and
Overall Leadership Skills and Ability.

SECTION 4:

STUDENT GOVERNMENT

Introduction

The roles and functions of student government are identified in the ASB
Constitution of Othello High School. It is critical that the activities coordinator be
familiar with this document in order to correctly advise students and class or club
advisors. The executive council and the advisor should review the ASB Constitution
periodically. At this time, if it is deemed appropriate, changes or clarifications can be
made to the constitution or by-laws through the correct process. Review and ratification
of the constitution should occur at least once every three years although more frequent
attention to the document would be beneficial to elected officers and the activities
coordinator as well.

Executive Council
The executive council is comprised of the ASB president, ASB vice president,
treasurer, secretary, publicity chairperson, and assistant publicity chairperson. The
qualifications for office, duties of the office, and term of office for each position are
listed in the ASB Constitution. (See section 4 appendix) Each set of officers is sworn in
to office at the Awards Assembly in May of the year previous to their term. It is
mandatory that all officers enroll in the Leadership class and attend summer leadership
camp.
Members of the executive council should meet bi-weekly or more frequently.
The ASB secretary should keep minutes of all of these meetings. Upcoming activities,

24

25
purchase orders, student council agendas, and other appropriate topics should be
discussed. The president and treasurer need to go to the office each morning before
school to sign ASB purchase orders. ASB executives are then expected to lead the school
in the pledge of allegiance and to read the daily bulletin to the student body over the
intercom.

Student Council
The student council is comprised of the executive council, one representative
from each ASB organization including band and choir, and the president, boys'
representative, and girls' representative from each of the classes. Duties of the student
council are also indicated in the ASB Constitution of Othello High School.
Student council meetings should be held once per month. A memo to release
representatives from class to attend the meetings should be delivered to teachers at least
three class days prior to the meeting. (See section 4 appendix) Each representative has a
binder for taking notes, storing agendas, and saving other information of importance. An
agenda should be prepared and distributed for each student council meeting by the
executive council. (See section 4 appendix)

Class and Club Officers
Class and club officers are bound by the constitutions of their individual clubs.
The responsibilities of class officers are identified in the ASB Constitution of Othello
High School. They are to oversee and direct the affairs of their respective class or club.

26
Elections
The ASB Constitution of Othello High School states the requirements for
conducting both ASB and Class elections. Generally these occur in the month of April.
ASB officers must complete an application and be screened by an elections committee.
(See section 4 appendix) Students will qualify to be a candidate for a class office if they
have a cumulative GPA of2.0 or better. Elections must follow an appropriate timeline
and include appropriate campaign activities. (See section 4 appendix)

Constitution
The ASB Constitution of Othello High School provides the framework of
activities and responsibilities that are engaged in by all organizations of the ASB. The
rules and by-laws contained therein are considered legally binding and the State of
Washington Auditor's office may audit for compliance.
Recognition of clubs, membership requirements, duties of officers, authority of
ASB components, and other items are written in the constitution. The constitution may
only be revised or amended by following the method outlined in the constitution itself.

(

SECTION 4 APPENDIX

CONTENTS:
ASB Constitution of Othello High School
Application for Executive Office
Elections Timeline Sample
Student Council Release Memo
Student Council Agenda Sample

THE CONSTITUTION
OF THE
ASSOCIATED STUDENT BODY
OF
OTHELLO HIGH SCHOOL

PREAMBLE:
We, the students of Othello High School, in order to obtain a better relationship between the
community, faculty, and the students; to better the social, athletic, scholastic, and other
activities of the school; do establish this constitution of the Othello High School
Associated Student Body.

ARTICLE I: NAME
SECTION I
The name of this organization shall be known as the Associated Student Body of
Othello High School, herein referred to as the ASB.

SECTION II
The purpose of this organization shall be, through a system of student government:
A. To coordinate ASB and component group activities.
B. To work with the advisor for the development and approval of the budget and
determination of special financial needs, projects, and approval of funds.
C. To provide opportunities for learning democratic principles.
D. To generate student involvement, awareness, and a climate of enthusiasm and
school pride.
E. To promote better understanding between the school and community.
F. To provide recommendations for the improvement of the educational process.
G. To promote higher standards of student conduct.

SECTION III
The ASB and school symbol shall be the Huskie (spelled "ie") and the ASB and
school colors shall be red, white, and black.

ARTICLE II : MEMBERSHIP
SECTION I
All regularly enrolled students of Othello High School have the right of voting in
ASB elections and enjoying other privileges as determined by the student council
and ASB membership.

SECTION II
Students that are members of organizations and/or clubs chartered (sponsored) by the
ASB; or spectators at activities sponsored through the ASB budgetary support are
required to financially contribute towards their support. This support is through
individual admission fees and/or the purchase of an ASB card. ALL MEMBERS OF
ASB CLUBS OR ORGANIZATIONS MUST PURCHASE AN ASB CARD.

ARTICLE III : LEGISLATIVE POWER
SECTION I

The Legislature

The legislative posers of this organization shall be vested in two houses: The
Executive Council and the Student Council.

SECTION II

The Executive Council

The Executive Council shall consist of the following, each having one vote:
President, Vice-President, Secretary, Treasurer, Publicity Chairperson, and Assistant
Publicity Chairperson. An Othello High School administrator, faculty member, or
activity director shall be present in a non-voting capacity.

SECTION III The Student Council
The Student Council shall consist of the following: The Executive Council; one
representative from each club or organization including band and choir; two
representatives from the Freshman, Sophomore, Junior, and Senior (one boy and one
girl) classes; and each class president.

SECTION IV Duties and Powers of the Executive Council
The Executive Council shall take no action unless all members are notified and at
least four (a majority) are present.
A.
B.
C.
D.

It shall review legislation to be brought up in Student Council.
It shall act on emergency matters of matters that will not await delay.
It shall meet at least bimonthly and prior to Student Council meetings.
It shall approve all purchases made with ASB monies. (through P.O.'s)

SECTION V
A.
B.
C.
D.
E.
F.
G.
H.
I.

J.

Duties and Powers of the Student Council

It shall promote student welfare.
It shall approve the budgeting of ASB organizations.
It shall promote inter-school relations.
It shall have jurisdiction over the removal of ASB officers. (both executive
and class officers)
It shall determine the qualifications of the membership, other than those
already stated.
It shall act on issues submitted by clubs, classes, and organizations.
It may charter and recognize clubs.
It may pass bills by a majority vote.
It shall meet when necessary.
It shall have jurisdiction over the removal of student council members.

SECTION VI Powers of the ASB
The ASB will have the full power of initiative, referendum, and recall.
A. An initiative may be referred to the Student Council if its petition has the
signatures of one-third of the members of the ASB. (ASB card holders)
B. The student council may refer any matter it deems so necessary to the student
body for a vote. The ASB may demand recourse of a measure passed by the
Student Council through a petition containing signatures of one-third of the
members presently in the ASB.
C. A new election will be held for any executive office when called by a petition
containing the signatures of fifty percent of the members of the ASB
(signatures must be ASB card holders)

SECTION VII
The principal or advisor shall have final jurisdiction on all matters of legislation,
initiative, referendum, and/or recall; however, the principal or advisor will explain or
clarify his or her position to the student council prior to negating a particular action.

ARTICLE IV : ASB EXECUTIVE OFFICERS
SECTION I
ASB Executive officers shall be President, Vice-President, Secretary, Treasurer,
Publicity Chairperson, and Assistant Publicity Chairperson.

SECTION II

Qualifications of ASB Executive Officers

A. All executive officers must have and maintain at least a 2.5 accumulative
GPA which shall be checked periodically by the principal or advisor.
B. An ASB executive officer may not serve as a class officer while they are in
office.
C. To be eligible to hold an executive office, a student must have been in
attendance during the trimester preceding the election.
D. ASB executive officers must be regularly enrolled students at Othello High
School. They cannot be enrolled in "Running Start" or any other off-campus
program that removes them from the student body during the school day.
E. President: The President shall: be a junior or senior during the time he or she
holds office, unless replaced by the Vice-President; attend all student council
meetings; not hold another presidency in any ASB organization while in
office. He or she may attend school board meetings. The President shall be
given full veto powers, which can be overridden by a two-thirds majority of
Student Council.
F. Vice-President: The vice-president shall be a sophomore, junior, or senior
during the time he/she holds office.
G. Secretary: The secretary shall be a sophomore, junior, or senior during the
time he/she holds office.
H. Treasurer: The treasurer shall be a sophomore, junior, or senior during the
time he/she holds office.
I. Publicity Chairperson: The publicity chairperson shall be a junior or senior
during the time he/she holds office.
J. Assistant Publicity Chairperson: The assistant publicity chairperson shall be
a sophomore or junior during the time he/she holds office and will
automatically become the publicity chairperson the next year.

SECTION III Election of Executive Officers
Election of Executive Officers will proceed as follows:
A. The Executive Officers will be elected annually during the month of March
or April preceding the school year in which they are to hold office.
B. The following is the method of election:
1. Any person wishing to run for office will sign up two weeks prior to the
election.

2. The Executive Officers will be elected only by members of the freshman,
sophomore, and junior classes.
3. All persons running for an executive office must complete an application
form to be presented to the ASB advisor and/or principal. A screening
committee will review each application to ascertain whether each
candidate qualifies for an ASB office. To run for an office, all candidates
must be approved by a screening committee which consists of the ASB
advisor, an administrator, and one or more teachers. This committee may
also include one or more of the graduating ASB officers.

SECTION IV
Officers shall hold office for one school year.

SECTIONV
Replacement of ASB officers:

A. Disqualification, impeachment, or transfer.
1. One week after Student Council convenes or vacancy occurs, election will be
held.
2. Reelections will take approximately one-half the time that the previous
general election took, without poster campaign.

SECTION VI
On Awards Day or at a special assembly, the outgoing ASB President (or an
outgoing officer if the president is returning) shall administer the oath of Office to
those officers elected for the coming year.
I,
, do hereby pledge that I will uphold the good name and
traditions of Othello High School; that I will do all that is within my poser to
encourage the highest standards of character and scholarship; that I will be a good
citizen of my school, community, state, and country.

ARTICLE V : QUORUM
SECTION I
A quorum of the Student Council shall consist of two-thirds of the voting
membership.

SECTION II
A quorum of the Executive Council shall consist of two-thirds of the membership.

SECTION III
Robert's Rules of Order shall be used to conduct meetings of the Student Council,
Executive Council, and the ASB upon request.
ARTICLE VI : ELECTION OF CLASS OFFICERS
SECTION I
A. Election of sophomore, junior, and senior class officers for the following year
will take place two weeks after the regular ASB elections.
B. Any person wishing to run for office will sigh up one week prior to the
elections, and will have the opportunity to speak at a class meeting. The vote
will follow the class meeting by ballot.
C. Class officers must have to run; and maintain a 2.0 cumulative GPA to
remain in office. This will be screened by the class advisor and/or Activities
Coordinator.
D. Class officers must be regularly enrolled students at Othello High School.
They cannot be enrolled in "Running Start" or any other off-campus program
that removes them from the student body during the school day.

SECTION II
The incoming freshman class from McFarland Junior High School will be required
to elect their officers in the spring of their eighth grade year.
ARTICLE VII : AMENDMENTS
SECTION I
Constitutional amendments may be proposed by either council, or by an ASB
member if he/she submits an amendment is writing signed by 25 percent of the ASB
membership (those holding an ASB card).
SECTION II
Proposed amendments shall be reviewed by the Executive Council, who shall submit
their recommendations to the Student Council. The Student Council must then
approve the amendment by a two-thirds majority vote. It is then part of the ASB
Constitution.
SECTION III
The By-laws of this constitution shall be adopted by a majority vote of the Student
Council.

SECTION IV
Constitution review and/or revising shall be considered at least eve1y three years. A
revised constitution must be approved the same as an amendment; a two-thirds
majority vote by the Student Council.

BY-LAWS
OF
THE ASSOCIATED STUDENT BODY
OF
OTHELLO HIGH SCHOOL
ARTICLE 1 : DUTIES OF THE ASB OFFICERS
SECTION I:

The President Shall:

1. Preside over the ASB meetings, the Student Council, and the Executive
Council.
2. Appoint members of committees.
3. Be an ex-officio member of all committees.
4. At all times, coordinate the activities of the ASB with the academic program
and the administration.
5. Attend school board meetings when appropriate.
6. Set up and conduct assemblies.
7. Be a member of Othello High School's Site-Based Council for the entire
school year for which he/she holds office. If unable to serve on this council,
the ASB executive council will choose the Site-Based Council representative
for the school year.
SECTION II: The Vice-President Shall:

1. Preside at all meetings in the absence of the president.
2. Serve as general chairman of all Student Council committees.
3. Assist the president in the performance of duties connected with his/her
office.
4. Collect, keep on file, and regularly review the constitutions of all the various
organizations and clubs under the ASB.
5. Keep on file up to date rosters of all clubs under the ASB, making sure that
all club members are ASB cardholders.
SECTION III: The Secretary Shall:

1. Maintain an accurate record of all meetings of the ASB, the Executive
Council, and the Student Council.
2. Attend to all ASB correspondence.
3. Assist the president in the performance of his/her duties.

4. Take roll in Executive Council and Student Council meetings.
5. Be in charge of all ASB documents.
6. Ascertain that all minutes are duplicated and distributed to teachers,
administrators, and student council members.

SECTION IV: The Treasurer Shall:
I. Consult regularly with the adult in charge of the ASB financial ledger.
2. Keep the Executive Council and Student Council informed of the financial
status of the ASB and the various classes and clubs.
3. Shall assist all executive officers in the performance of their duties.
4. May assist in counting any ASB receipts from ASB sales.

SECTION V: The Publicity Chairperson Shall:
1.
2.
3.
4.

Maintain a monthly calendar of events to be posted in a conspicuous place.
Maintain the outdoor and indoor reader boards.
Be assigned to the advisor one period a day.
Assist the council with all promotional activities.

SECTION VI: The Assistant Publicity Chairperson Shall:
1. Assist the Publicity Chairperson.
2. Assist other executive officers in their duties.

SECTION VII
1. All executive officers will be enrolled in the leadership class unless there is a
scheduling conflict that cannot be resolved.
2. If there is no leadership class, executive officers shall attempt to be assigned
to the activities director's office one period a day.
3. Senior executive officers shall serve as the polling committee: man the polls
and help count the ballots at the ASB Election.
4. The ASB executive officers shall be the standing constitution committee and
shall inform students of any needed changes in the Constitution or By-Laws,
and with the approval of the Student Council, implement these changes. The
standing constitution committee shall be the interpreter of the Constitution
and By-Laws. The committee shall see that all ASB club and organization
members (including athletics) have purchased ASB cards.

ARTICLE II : CAMPAIGN RULES
SECTION I
Candidates may put u posters in the corridor and main building and other buildings
upon request. Candidates must keep all campaign propaganda in good taste and

appropriate or face disqualification from the election at the hands of the approval
committee referred to in Article Four, Section Three.
SECTION II
Each candidate may have a spokesperson deliver a speech (not to exceed 3 minutes)
at the campaign assembly.
SECTION III
Each candidate may have up to 5 minutes for a speech at the campaign assembly.
SECTION IV
Campaign posters may be posted one week prior to the election and should be
removed election day.
ARTICLE III: QUALIFICATIONS FOR CLUB/ORGANIZATION CHARTERSHIP
SECTION I
The club/organization shall show evidence in benefiting the school or serving its
members through its existence.
SECTION II
The club/organization shall present the executive council with its club constitution.
The executive council will recommend to accept or reject to the student council. The
student council will vote with a two-thirds majority necessary to support the
executive council's decision.
SECTION III
Clubs/organizations shall meet the following requirements:
1.
2.
3.
4.

Have a faculty member or other adult as advisor of the organization.
Have a financial base secured apart from ASB general funds.
Elect officers.
Provide the ASB Vice-President with a roster of the members and officers of
their club/organization each trimester.
Revised May 1996

ASB Election Application Packet: Spring '01
Dear ASB Candidate and Parent:
This application has two purposes. The first is to inform both the candidate and his/her
parents or guardians of all that is involved in becoming an ASB Executive officer for
Othello High School. Secondly, it is a screening device to insure that all candidates meet
the qualifications desired by our administration and mandated by the Othello High School
Associated Student Body constitution and by-laws. The general purpose of the ASB
executive council is to promote a positive environment around OHS; however, the time
commitment that comes with being an ASB officer is significant. There are several
meetings during the summer in addition to spending a week at Leadership Camp. Each ASB
executive officer is expected to enroll in the Leadership class for the entire year. (Most
likely during first period.) At times, ASB officers miss classes because of their duties, but
this does not mean they are excused from any work. The ASB constitution clearly states
that executive officers must be enrolled on campus for the day and any program, such as
Running Start, that removes a student from the campus is cause for dismissal from executive
office.
As ASB advisor, I want every candidate to understand the level of responsibility and
involvement that an ASB office carries. As a member of the ASB and the Leadership class,
all officers represent their student body, school, and community at all times. You are an
Othello High School officer both on and off our campus. The way you act and present
yourself is a direct reflection on OHS. This application form must be filled out completely
and signed by both the candidate and a parent or guardian. Recommendation forms from
two faculty members must also be submitted. Please turn in your completed application to
Mr. Stevens by Tuesday, April 10, 2001. If you have any questions regarding an office, the
Leadership class, or the election process, please see me as soon as you can.
Sincerely,

Matthew A. Stevens, Activities Coordinator

Candidate Signature

Parent/Guardian Signature

Candidate Information
Name:

------------

Year in School ('00-'0 I) - - - - - - -

Accumulative GPA (must have a 2.5 to run) - - - - -

Short Answer: (use the back of this page if necessary)
I. What activities, clubs, or organizations have you been involved in as a student at OHS?

2. What other activities are you involved in outside of school that would be an asset for an
ASB officer?

3. Why do you want to become an ASB Executive officer?

4. What are two of your strengths that you feel will help make OHS a better place to be?

Facultv/Staff Recommendation Form for ASB Officer Candidate:
Please fill out the following information and place it in Mr. Stevens' box (not back to the
candidate) by Wednesday, April 19th at 3:00 p.m. (use the back if necessary)

Name of Candidate: _ _ _ _ _ _ _ __
Name of Faculty/Staff Person: _ _ _ _ _ _ _ _ __
1. Describe the nature of your relationship with this student. (had him/her in class, coached
them in a sport or activity, or supervised them in another extra-curricular activity)

2. I feel this person would be a quality leader because ...... .

3. Two strengths this person has are ...

4. Other comments.

ASB Elections Time-Line for Spring '01
ASB Executive Council Elections
Offices Available:

President, Vice-President, Secretary, Treasurer, Assistant Publicity Manager (2-year term)

>-

Friday, March 30th

Deadline for sign-ups

>-

Tuesday, April 10th

Applications due to Mr. Stevens by 3:00 p.m.

>-

Wednesday, April 11th

Faculty/Staff recommendations due to Mr. Stevens by
3:00 p.m.

>-

Wednesday, April 11th

Election Assembly scripts due to Mr. Stevens by 3:00 p.m.

>-

Friday, April 13th

Election Assembly (White Schedule)
Elections at Lunch

Class Officer Elections

Offices Available:

President, Vice-President, Treasurer, Secretary, Boys' Representative, Girls' Representative

>-

Monday, April 23rd

Deadline for sign-ups

>-

Friday, April 27th

Elections at lunch in corridor

TO:
FROM:
DATE:
SUBJECT:

Faculty and Staff
Matt Stevens
May7, 2001
STUDENT COUNCIL MEETING-Thursday 5/10/01

Please excuse the following student representatives for a student council meeting on
Thursday, 5/10/01. We will be meeting in the library after checking in to 5th period and may
last longer than usual because we will be doing budgets. Thank you for your cooperation.
STUDENT COUNCIL REPS
2000-2001
NAME
Sandy Cerrillo
Ashley Cerrillo
Carly Kwak
Lindsv Mollotte
Rorv Hillman
Braden Danielson
Ryan Ochoa
Ben Jensen
Ashlev Cerrillo
Vicky Garza (12)
Brian Brault
Jill Dickson
Revna Herrera
Andy Bowerly
Beckv Escamilla
Jill Dickson
Ricardo Garza
Teresa Vaza uez
Bobby Hampton
Jon Long
Ricardo Garza
Veronica Rodriguez
Christina Deleon
Josue Moreno (Josh)
Lena Rodriguez
Rolando Pruneda
Alex Villareal
Noelia Gomez
Yajaira Garza
Joel Garza
Vanessa Silva

GROUP
ASB President
ASB Vice-President
ASB Treasurer
ASB Secretarv
ASB Asst. Publicity Manager
Choir
SAFTYE/SADD-Speech
National Honor Societv
Key Club
Y earbook/Joumalism
Science Club
Cheerleaders
Drill Team
Band
Drama
FFA
D.O.
Mecha
Life Skills Club
Senior Class '01:
President
Boys Rep
Girls Reo
Junior Class '02:
President
Boys Reo
Girls Reo
Soplz Class '03:
President
BoysReo
Girls Reo
Frosh Class '04:
President
Boys Rep
Girls Reo

OTHELLO HIGH SCHOOL
STUDENT COUNCIL MEETING
SEPTEMBER 14, 2000

1.

Introduction of Representatives and Clubs

2. Goals and Purpose of Student Council

Stevens

3.

Stevens

Calendar:
A.
Mixers
Sept. 22 Art Club
Oct. 6 Homecoming-ASB
B.
Dawg Dish Concessions
Sept. 26 Annual /Journalism
Oct. 3 Key Club
C.
Fundraisers

4. Constitution Revisions and Review Planned

Sandy

5.

Club Constitutions

6.

Finances-Rough Estimates for clubs

Carly

7.

Binders are on order

Sandy

8.

Announcements/Presentations in future

Ashley

9.

Reports from clubs

Ashley

10.

Homecoming Packets

Stevens

11.

Meetings Rest of the Year

Ashley

October I 0, 2000

November 9, 2000

December 14, 2000

January 4, 2001

February 8, 2001

March 8, 2001

April 12, 2001

May 10, 2001

SECTION 5:

CLASS AND CLUB ADVISORS

Introduction
The selection of advisors for ASB organizations is the responsibility of the
principal. Advisors need to be trained and supported in these positions of leadership.
New advisors will need more attention than the experienced faculty and so the activities
director needs to be prepared to help these people. Experienced advisors may not need to
be trained but can be utilized in the training of other advisors. Recognition for work done
is important to most advisors and can be beneficial in retaining people in these positions
for an extended period of time.

Training
A major area of interest for all advisors pertains to finances. Legal requirements
are stringent for the use of public funds, which is how ASB funds are classified.
Therefore, explanations of the process for both fundraising and the expenditure of funds
are beneficial. At the beginning of each year, the activities coordinator should review the
procedures for such activities as fund raising, purchasing, and traveling. Forms are
required to be completed for each of these activities. (See section 5 appendix) It is
important to remember that new advisor will constantly experience procedures for the
first time and the activities coordinator should be available to help make these
experiences as smooth and painless as possible.
Advisors should also receive some training specific to their club and its operation
within the bounds of the ASB Constitution. The activities coordinator should provide
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information for recognition of clubs, club constitutions, membership requirements, and
club constitutions. Expectations for participation in student council and the support of
the school wide activities program should also be emphasized.
Support
Class and club advisors need to know the ASB and activities coordinator supports
them. Attendance and promotion of individual club events is one method of supporting
the advisors. Recognition of achievement and work completed is another way one might
support advisors. If the activities coordinator can develop a relationship of trust with the
club advisors, a network for sharing information and resources can be created so that
several organizations can experience mutual benefits and support. The ASB maintains a
room full of art supplies, decorations, and other odds and ends that advisors should have
access to use.
Sharing of information such as Internet sites, magazines, newsletters,
publications, training seminars, or conferences can also provided needed support to
advisors. While some of the information provided by these sources might be specific to
one club or another, often, ideas or activities can be modified or adjusted to fit multiple
situations or circumstances.

SECTION 5 APPENDIX

CONTENTS:
Blank Purchase Order
Completed Purchase Order
Faculty Permission to Travel Form
Reimbursement Form
Student Permission to Travel Form
Vehicle Request Form
Permission to Treat a Minor Form
Fundraising Checklist
Memos to Advisors

Othello School District
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P.O. Number
Date Paid
--Warrant No.

Req. # _ _ _ _ __

----

_ _ _ Pay
Check# _ _ _ _ _ _ __

Vendor Name/ Address:

Date:
2000-2001
School/Dept:

Mark For:

Othello High School
340 South Seventh
Othello, WA 99344-1492

Approval Signature:

Vendor#

OHS

Qty.
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OTHEllO SCHOOL DISTRICT
615 E. Juniper, OTHEllO. WA 99344

STAFF REIMBURSEMENT CLAIM FOR TRAVEL AND OTHER EXPENSES
For expenses incurred in connection with official school duties. Itemize expenses in detail and receipts must be
attached for all expenses. Maximum claim allowance will be in accordance with Administrative Policy #6213.
)aily mileage's may be logged on the reverse side of this form.
NAME OF CLAIMANT _ _ _ _ _ _ _ _ _ _ _ _ __

TITLE

ADDRESS

DATE

SECTION A- Nature of Trip
Returned

Left Othello - - - - - - Hour

Date

Date

Hour

SECTION B - Meals and Lodging (Attach receipts - reasonable expenses only.)

n .. t ..

T nnPh

Rlrf'd

-·
•

T • •

Tot<> I

SECTION C - Transportation (please list)
miles @ .345 per mile (Document on backside)

Private Auto
Rail

Air

Bus

Amount of fare.

Incidentals (please list)
Such as parking, tolls, etc.
SECTION D - Other Exoenses (please list)
Such as registration (excluding meals). Such
things as alcoholic beverages, personal
phone calls, etc., are not allowable.
TOTAL CLAIM

..

I hereby cemfy under penalty of peI]Ury that this 1s a true
and correct claim for necessary expenses incurred by me and
; that no payment has been received by me on account thereof.

Approval of Princ1paUSuperv1sor

SIGNA1URE

' Budget Code

i SIGNA1URE

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
Forward to Business Office

Approved

Date

OTHELLO HIGH SCHOOL
PERJ\1ISSION FOR STUDENT TO ATTEND A SCHOOL ACTIVITY

has

my

perm1ss1on

to

attend the - - - - - - - - - - - - - at - - - - - - - - - on (date) - - - - - - - - - - - - - - - - -

r agree that Othello School District No. 147-163-55 of Othello,
Washington, or its employees shall not be held responsible in any
way for any mishap or accident that my happen to the above on
the way to or from this school function.
He/She is going by PRIVATE CAR
CHARTERED BUS
SCHOOL
BUS
OR
VAN (circle one) and will return in the same manner
immediately after the activity listed.

Parent or Guardian Signature

OTHELLO SCHOOL DISTRICT
Requisition of Use of School Vehicle
Department

Date ofTrip - - - - - - - - Purpose of Trip

Destination

Time of Departure

Time of Return

Driver of Vehicle

Estimated Mileage - - - - - - - - - - -

Requested by

Number of Passengers - - - - - - - - - -

Check Appropriate Box(es):

Dear

Ostation Wagon

Ovan

Osus

Ocredit Card

0Pickup/Truck

Principal/Supervisor Approval

Date

DIRECTIONS for'filling out requisition: Complete four copies and present to Administration Office. The request
MUST be in the Administration Office at least 48 hours before use of vehicle. Operator of the vehicle will be
responsible for any law violations in the use of the vehicle .

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
Action Taken:
The

Prlnlets·Olh~llc,

WA

Approval

Not Approved

Charge To - - - - - Amount

Send all copies to Administration Office

$._ _ _ __

Othello High School
AUTHORIZATION TO CONSENT
TO TREATMENT OF MINOR

The undersigned hereby authorizes the appropriate staff member of Othello
School District as our agent to give consent to surgical or medical treatment
of our child,
by a licensed
physician, a licensed medical technician, or a licensed medical facility.
Such consent may include, but is not limited to, administration of necessary
anesthetics, medical treatment, tests, x-ray examinations, transfusions,
injections, drugs and performing of whatever operations may be deemed
necessary or advisable.
It is understood that this authorization is given in advance of any specific

diagnosis, treatment or hospital care being required, and is given to provide
the authority to consent thereto as our said agent and the attending physician
in the exercise of his/her best judgment deemed advisable.
This authorization shall remain effective while said student is enrolled in
Othello School District.
Date of last tetanus immunization:

~~~~~~~~~~~~~~~~-

Please list any chronic diseases or drug allergies that might interfere with
emergency medical or surgical treatment, or if none, please indicate:

Signature - Parent/Guardian

Date

Address: Othello, WA 99344

Phone Number

Friends or relatives who could be contacted to know the whereabouts of the
parent/ guardian:
Name

Phone Number

Name

Phone Number

ASB Law: Fundraising Sales Checklist

(
By: Marty Fortin, December 2000, Washington Association of Student Councils Newsletter

1.

Fundraising activity approved previously by ASB and the
School Board:

2.

School policies and procedures reviewed and followed:

3.

Approval by Advisor and Principal:

4.

Meeting minutes showing student approval filed in the activities
office:

5.

Selection of a vendor:

6.

Time line established, scheduled on school master calendar:

7.

Group meeting to cover the details of the sale:

8.

Fundraising budget filled out and filed in Activities Office:

9.

Vendor contracts signed:

10.

Parent and student responsibility acknowledged:

11.

Sale kickoff event:

12.

Incentives determined:

13.

Individual student record sheets:

14.

Money deposited DAILY:

15.

Verify record sheets:

16.

Purchase order issued:

17.

Initial inventory received, counted, and secured:

18.

Secure merchandise during delivery period:

19.

Final inventory- secure and return unsold merchandise:

20.

Final reconciliation of the funds raised:

21.

Final bell approved by students and adviser:

22.

Fund raiser sale evaluated by students:

MEMORANDUM
TO:

Faculty and Staff

FROM:

OHS Administration

DATE:

September 26, 2000

SUBJECT:

FUNDRAISERS INVOLVING STUDENTS, SCHOOL PROPERTY,
STUDENT ORGANIZATIONS AND BOOSTER CLUBS

Any fundraisers that occur involving the above people or organizations are required by
law to have ASB approval. Fundraisers are any activity conducted where money is being
expended or collected that uses ASB members or school-owned facilities. Budgeting
restraints and other legal issues must be considered in these events.
Once approval for fundraisers has been attained, dates for these events must be scheduled
and calendared through the ASB Executive Council and the Activities Director so that
fundraisers do not overlap and so that legal requirements are met. Every officially
recognized ASB club and class is represented at student council. The first agenda item
every month is a calendaring session. This is a good time to schedule events and make
proposals.
In the spring of each year, clubs submit budgets and these amounts cannot be exceeded in
expenditures without the appropriate paperwork being completed and filed with state
offices. All fundraisers must be completed using the PO process. NO MATERIALS
ARE TO BE ORDERED UNTIL THE PO HAS RETURNED FROM THE DISTRICT
OFFICE. Failure to conduct a legal and approved fundraiser can result in a fine or
forfeiture of funds by the clubs or organizations responsible.
If you have further questions, please contact Matt Stevens.

TO:

Club Advisors

FROM:

Matt Stevens, Activities Coordinator

DATE:

August 30, 2000

SUBJECT: 2000-2001 PROCEDURES
This packet is designed to help you in advising your clubs. Procedures, particularly those
dealing with finances, are outlined so you may follow them and advise your club
membership.
Finances:
1)
A current (within three years) constitution on file with the ASB Vice President. (A
grace period is in effect until October 1, 2000)
2)
Approval of club membership according to constitution of club recorded in
club meeting. (The ASB Treasurer has been instructed to sign NO
minutes of a
P.O. 's without seeing the appropriate minutes.)
3)
ALL club members must have purchased ASB Cards.
Fundraising:
1)
Any fundraisers that occur by clubs, its members, or on school property or at
school events must be pre-approved by the executive council. (Usually at the final
student
council meeting of the year previous.) Unapproved fundraisers including
T-shirt sales, suckers, candy, or other miscellaneous activities will result in funds raised
being deposited in the ASB Account, not the individual club.
Schedule for fundraisers will be discussed at monthly student council meetings.
2)
Student Council:
Comprised of one representative from each club plus band and choir and class reps (boys
and girls) and class presidents. Advisors will not attend these meetings unless invited by
the executive council. Be careful in the club choice of reps-much rests upon their
effif
ec 1veness. I needth.
etrnames so thtl
a can put together a re1ease rt
IS •
Student Council Meetings
5m Period
Sept. l 4(Th)
1" Period
Feb. 8 (Th)
1st Period
sm Period
Mar. 8 (Th)
Oct. 10 (Tu)
1st Period
5m Period
Nov. 9 (Th)
Apr. 12 (Th)
1st
Period
Dec. 14 (Th)
May 10 (Th)
S'" Period
1st Period
Jan. 4 (Th)
***All Student Council Meetings will be held in the library and last approximately 30-40
minutes.

SECTION 6:

ACTIVITY PLANNING AND SUPERVISION

Introduction
Mixers and assemblies are unique activities because each will occur repeatedly
over the course of a school year. Although themes, decorations, and agendas may vary,
the basic plan and outline to prepare for one remains constant. Forms have been
developed to plan these events so they can be carried out in a responsible and organized
manner.
Freshman Orientation and homecoming are annual events that have become
associated with some traditional activities and events. Similar to assemblies and mixers,
the themes of these events may change year to year but the forms for planning and
execution remain the same. Copies of agendas and programs from prior years are filed in
the Leadership classroom.
Community members have formed booster clubs to support activities and athletics
at Othello High School. These organizations will occasionally request to do activities or
fundraisers and the activities coordinator must be aware of regulatory applications for
these events.
The activities coordinator will supervise any activity that is sponsored by the ASB
executive council unless prior arrangements have been made or an emergency arises.
This includes mixers, activity nights, and other meetings. As a general rule, the assistant
principal and the activities coordinator will alternate being the administrator in charge for
mixers. Additionally, the activities coordinator is responsible for planning the halftime
activities of sports events.
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Freshman Orientation
Freshman Orientation is usually planned for the Thursday evening of the week
prior to the start of school. It is usually planned for later in the evening to accommodate
the work schedules of the parents of the students. Freshman orientation involves a
barbecue and program that is planned, sponsored, and paid for by the ASB.
The executive council should plan this event during the summer. These plans
should culminate in the production of an agenda for the evening. (See section 6
appendix) Arrangements for skits and activities should be completed by August 1.
Beginning in August, the Leadership class should meet two times to rehearse the agenda
for the orientation and to promote the event.
Arrangements need to include the procurement of equipment (sound system,
barbecue, table, refrigeration, and food) and people to staff the planned activities. People
are needed to prepare food, serve guests, conduct tours, participate in skits or games, and
carry out other tasks.

Homecoming
Homecoming at Othello High School is a weeklong whirlwind of events,
competitions, and activities. In May of the prior year, the activities coordinator and
athletic director should jointly determine which football game will be designated as the
homecoming game. In June, the executive council should begin to develop the theme for
the week, a tee shirt design, and a button design. In July, the executive council should
have finalized these plans and begun planning the events and competitions for
homecoming week. (See section 6 appendix)
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A checklist for homecoming events and activities has been prepared. (See
section 6 appendix) This list should be distributed to the leadership class and placed in
their binders. In the three weeks prior to homecoming, assignments from the checklist
should be made and the activities coordinator should follow up on the preparations.
Tee shirts are sold as tickets for the dance. Traditionally the dance is sponsored
by the ASB. Buttons are sold by classes as a fundraiser and must be worn by the student
to be counted in dress-up days and other competitions throughout the week. These two
items should be ordered no later than September 1 depending upon the vendor's ability
and timetable for shipping the finished product.

Assemblies
A 45-minute (white) and a 20-minute (red) assembly schedule are in place at
Othello High School. Planning a successful assembly requires knowledge of allotted
time for the gathering. Student behavior at assemblies improves when a quick pace is
maintained and participants are well rehearsed. An agenda should be created for every
assembly and distributed to all participants. (See section 6 appendix) The leadership
class will plan and conduct most assemblies and should have at least two rehearsals
before the actual assembly. One of these should be a dress rehearsal where participants
read their scripts and use all the necessary props. Assembly plans should be shown to
building administration at least three days before the event occurs.
Each assembly participant should be notified or invited to participate in the
assembly at least one week prior. Expectations and plans should be presented to all
participants to allow adequate preparation. (See section 6 appendix) Kitchen staff,
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custodial staff, band, administration, office secretaries, and teachers, such as the physical
education department, should be notified three to five days before the assembly of
changes in the daily schedule and the need to prepare certain locations such as the gym.
Plans for traditional assemblies such as Welcome back, Homecoming, Veteran's Day,
Martin Luther King, Mini-Homecoming, Winter/Christmas Break, State Playoffs, Pep
Assemblies, and the end-of-the-year Awards Assembly are stored in a filing cabinet in
the leadership classroom.

Mixers
Mixers are planned during the budgeting process of the prior year. They are used
as ASB fundraisers and are assigned to groups who have requested to sponsor a dance.
The number of mixers in one year is not limited however, more mixers lead to decreased
interest by the student body. The sponsoring organization is required to complete a mixer
plan and return it to the activities coordinator three days previous to the mixer or it will
be cancelled and the organization billed for the cost of the disc jockey (DJ). (See
section 6 appendix)
Several school policies are in place that pertains to mixers. The assistant principal
will place a guest list in the office on Monday of the week the mixer is to take place. All
requests must be on the list by Wednesday or a guest pass will not be issued. All mixer
participants must show an ASB card, an Othello High School identification card, or a
guest pass or they will not be admitted. Admittance to the mixer is limited to the first
half-hour for which it is scheduled. A person may not leave the dance and then return for
any reason whether they pay again or not.
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The executive council will provide a DJ for all mixers at no charge to the sponsor
organization. The exception to this rule is theme dances such as Sadie Hawkins, Fall
Formal, Cinco de Mayo, and Prom. The homecoming mixer and the "Got Milk?" mixer
are sponsored by the executive council. It is important that the DJ who is providing
services at the dances complete a W-9 income tax form for the high school and
arrangements have been made to pay the DJ in advance. (See section 6 appendix)

Booster Clubs
The only active activities booster club in Othello is the Music Boosters. The
superintendent and the school board negotiate the agreement for their operation in the
school system. By definition, any fundraiser that involves school equipment, property, or
students is classified as ASB. Regulations also state that booster clubs may use school
facilities if they pay a fee.
The music boosters run the concession stand for football games and request to use
the Dawg Dish for concessions during the Sandhill Crane Festival during the third
weekend of March. Fees for these fundraisers are set in the agreement mentioned
previously. It is important that boosters understand that the use of students in fundraising
projects is precarious in the eyes of the State Auditor's Office. When boosters call, the
activities coordinator should consult the principal and/or the superintendent and
document the conclusions reached.

Halftime of Athletic Events
The activities coordinator is responsible for scheduling the halftime activities for
athletic contests. (See section 6 appendix) At Othello High School, the majority of these
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times are given to the drill team to prepare for their competitions. Cheerleaders get to
perform during the game and should not perform dance routines to pre-recorded music.
This crosses over into the domain of the drill team. The band should be given one
halftime during the football season to perform a marching routine. No groups should be
scheduled for the homecoming halftime because the events pertaining to homecoming
will fill all the allotted time.
During winter sports seasons, drill team will request to perform at basketball
games and wrestling matches. The activities coordinator should contact the cheerleaders
to arrange a time for their halftime show related to their "Little Cheerleaders" Camp and
the athletic director for scheduling a halftime to recognize the "Little Huskies" basketball
program.

(
'

SECTION 6 APPENDIX

CONTENTS:
Freshman Orientation Agenda Sample
Freshman Orientation Meal Plan
Homecoming Checklist
Homecoming Packet Sample
Homecoming Halftime Script
Assembly Agenda
Assembly Participant Notice
Assembly Reminders
Mixer Plan
W-9 Income Tax Form
Work Order
Halftime Performance Schedule

Freshmen Orientation BBQ
August 24, 2000, 6:30 pm
1.

School Tour as people arrive.
• Can either start tour from corridor entrance or gym entrance.
Both tours end through the side library door.

2.

After tour---Get in line to eat!!!

3.

Introductions/Welcome
• Sandy: Welcome, Introduce officers & Leadership students,
Frosh officers, Mr. Olson, and finally Mr. Duncanson.
• Mr. Duncanson speech
• Mr. Stevens/Sandy will introduce staff that are present
• Linda Crosier/PAWS---Sandi Bosch/Schoolwide

4.

Speakers:
• Clubs & Activities : Rory
• Athletics: Sandy

5.

Large Group Activity:

6.

Speaker:
• Dances: Carly

7.

Mr. Stevens ... Get involved.

8.

Pick-up Line skit- ASB

9.

See You on Monday: Lindsy

Hula-Carly
Limbo-Ashley

f~~-~
1
6
3 Sets
5
1
1
4

Propane BBQ
Serving trays
BBQ Utensils
Tables
Sound System
Swimming Pool(Pop
Carving
knives(Melons)

Maintanance
Kitchen
Leadership
Cooridor
ASB
Stevens
ASB

500
500

Plastic knives
Plastic forks
Napkins
Plates

Burbee
Burbee
Burbee
Leprekon

Hamburger Patties
Hotdogs
Hamburger Buns
HotdogBuns
Mayonaise
Ketchup
Mustard
Relish
Cheese

Burbee
Burbee
Leprekon
Leprekon
Burbee
Burbee
Burbee
Burbee
Burbee or
Le rekon

500

300
200
300
200

250 Slices

Potato Chips
20
Watermelon
15
Cantaloupe
300
Cookies
3 cases (72)
Coke
3 cases (72)
Diet Coke
3 cases (72)
Sprite
1.5 cases (36) Citra
1.5 cases (36) Rootbeer

Leprekon
Burbee
Coca-Cola
Coca-Cola
Coca-Cola
Coca-Cola
Coca-Cola

0
0
0
0
0
0

0
0
0
0
0
0

8/8/00

8/24/00
8/24/00

Homecoming Checklist 2000
(

1. _ _Communicate with class officers before Homecoming week. When?
2. _ _Distribute Homecoming packet to all staff. Communicate with class
advisors.
3. _ _Get boxes for food drive competition.
4. _ _Call food bank to see what kind of food is acceptable, and when to drop
off.
5. _ _Get food weighers for Monday, Tuesday, Wednesday.
6. _ _Get 3rd period rosters from Anna.
7. _ _Type out dress-up day count information for 3rd period teachers.
8. _ _Get water jugs for penny competition.
9. _ _Schedule monitors for penny jars Mon. Tues. Wed. morning and lunch.
10. _ _Ask counseling office if we can keep pennies in safe for those three days.
11.
Get coin counter from U.S. Bank.
12. _ _Call businesses to ask if we can hang up advertising posters.
13. _ _Assembly agenda for Monday.
14. _ _Schedule people for running door for VB game count on Tuesday.
15. - -Pass out buttons to class officers. Get them a class roster.
16. _ _Borrow wrestling scale from Mr. Martinez for Tug weigh in and food
drive.
17. _ _Plan elections. Get people signed up to run the polls. Make ballots.
18. _ _Call Outlook, have them there for assemblies, etc.
19. _ _Get faculty judges for skits, male drill team, posters, etc.
20. _ _Get Drill Team an assembly agenda for Monday.
21. _ _Make signs for class royalty cars.
22. _ _Make a Homecoming point thermometer for corridor.
23. _ _Set up corridor for poster party. Supplies, posters made, etc. Get
chaperones.
24. _ _Agenda for assembly.
25. _ _Get officials for Powder Puff football competition. Whistles, Flags,
Official Shirts, etc.
26. _ _Collect waivers from girls powder puffers before they practice.
27. _ _Set up supplies, etc. in loop for float decorating.
28. _ _Clean out auto shop to make room to park floats.
29. _ _Get tug rope.
30. _ _Weigh in tuggers for competition. Get list to class advisor to make roster.
Cones.
31. - -Four inner tubes or more ... inflated.
32. _ _Get 4 yellow pennies, or FB jerseys for Human Tunnel.
33. _ _Write up descriptions for Huskie Olympics.
34. _ _Buy Hula Hoops. 4-6? Write up rules.
35. _ _Make up obstacle course and get needed supplies.
36. _ _List of necessary props for Huskie Olympics. Collect items.
37. _ _Finalize backdrop for pictures at dance.
38.
Decorate for dance?

39. _ _Book D.J. for dance? What package? Purchase order.
40. _ _Signs for Assemblies. Frosh, Sophs, Juniors, Seniors,
41. _ _Huskie Olympics order of events.
42. _ _Judges for Huskie Olympics.
43. _ _Judges for Drill Team Competition.
44. _ _Ask Mrs. Bosch about displaying the promotional posters in library on
Tuesday.
45. _ _Get more people in store to handle T-shirt sales.
46. _ _Volunteers to come in to weigh food Mon. Tues. Wed.
47. _ _Write agenda for half-time. (20 min.) Band? Drill Team? Royalty? Floats?
Etc.
48. _ _Chaperones for Dance?
49. _ _Food at dance? Activities?
50. _ _Class Rosters for sign in for VB competition.
51. _ _Announcer for Huskie Olympics.
52. _ _Announcer for Powder Puff FB.
53. _ _Boys Drill Team performance Wed. night at Powder Puff?
54. _ _Homecoming promotion. T-shirt signs, event signs, bulletin, RB, inform
student body.
55. _ _Music for poster party?
56. _ _Score clock operator for powder puff.
57. _ _Judging form for different events. Poster party, etc. and judges
58. _ _Signs for bulletin boards for poster party, and which boards to which
class?
59. _ _Large white posters for front of gym.
60. _ _Memo to 1/2 time participants.
61. _ _Buy paint brushes, etc. for poster party.
62. _ _Buttons. Shirts. Sell
63. _ _Arrange for pictures.
64. _ _Food Bank storage areas
65. _ _Bus loop for Floats-Clean up crew.

OHS Homecoming 2000
"Birdbath 2000: Things Could Get Ugly"
Monday, October 2"<l
(Wlzite Sclzedule)

Kickoff Assembly
Frosh FB @ Ephrata 5:00 p.m.
JV FB vs. Goldendale 5:00 p.m.
Hall Decoration: 5:30 p.m. - 8:30 p.m. (OHS

Corridor)
Tuesday, October 3rd

Soccer @East Valley 4:00 p.m.
Volleyball Spirit Competition v. Ki-be

Wednesday, October 4th
Huskie Field

Powder Puff Football: 6:20 - 9:00 p.m.
Male Drill Team Competition at Half Time

of Powder Puff
Thursday, October 5st
(Bus Loop)

Float Construction: 3:15 p.m. - 6:30 p.m.
Soccer Home vs. Wapato 4:00 p.m.
Spirit Attendance Competition for Soccer

Game.
Cross Country@East Valley
Friday October 6th
(2-hour early out Schedule)

HUSKIE OLYMPICS: Huskie Field
Homecoming Football Game vs. Connell 7:30

p.m.
Dance: After Game-12:30 a.m. OHS Corridor

DRESS-UP DAYS
Mon. "Just Before a Bath Day" Come as you are day, pajamas, messy
hair, slippers, sweats, teddy bears, etc.
Tues. "Crazy Hat, Crazy Hair & Clash Day" None of your clothes should
match. Must have either a "crazy" hat or "crazy" hair; regular baseball
caps don't count; and clashing clothes

Wed.

"Flashback Wednesday" Must be dressed in either 60's, 70's or 80's
attire. No other

decade will do!

Thurs. "Taking Care of Business Day" Formal attire. Boys must be in a tie
or nice dress shirt. Girls must be in a dress, or dress pants. No jeans, no
tennis shoes, etc.

Fri. "Huskie Pride Day" Homecoming T-Shirts, Anything with Red, Black,
AND White. Must have all three school colors to count.

GENERAL RULES AND INFORMATION
Sportsmanship: There will be a committee of teachers and administrators,

which will review and supervise all Homecoming activities. Any
unsportsmanlike behavior, hazing, or other inappropriate activity will
result in the class losing Homecoming points; and the people involved
being disciplined, including removal from further Homecoming
activities. THIS INCLUDES ANY INCIDENTS WHICH OCCUR OFF
CAMPUS.

POINTS:
Points will be awarded on a 7-5-3-1 basis, except where noted. Events that count toward
Homecoming are the following:
1. Each day of dress-up(% of class)

(Wed.)
2. Hall Decoration (Monday)
Night)
3. Penny Jar Competition (Mon - Wed.)
(Thurs. Night)
4. Skit (Monday's Assembly)
School)
5. Thursday's VB Attendance(# per class)
6. Food Drive (Mon-Wed. by weight)
Olympics

BUTTON SALES:

7. Powder Puff Football
8. Boys's Drill Team (Wed.

9. Soccer Spirit Competitioin
10. Floats (Thursday After
11. Poster Party (Monday)
12. EACH event in Huskie

Each class will be given 200 buttons to sell at $1.00 each. Class presidents will be
required to keep record of how many buttons have been issued to each member of their
class. A class roster will be provided. Tell your button sellers to turn in the money to

Mrs. Roberts on a daily basis. Any buttons that are not sold should be turned in to
Mrs. Roberts. Button money goes back into the ASB general fund to help finance
Homecoming. !fa class does not sell all 200 buttons. they will lose 20

Homecoming Points. and the delinquent money will be taken out of their
class account.
DRESS-UP DAYS:
Each day will be scored 7-5-3-1 with points going toward the total Homecoming
score. A 2000 Homecoming Button MUST be worn on all dress-up days for
an individual to be counted. Count will be taken during 3rd period. The class
with the highest percent participation will win. A leadership class member will
come to each classroom to collect the counts from the teachers.

HOMECOMING HALL DECORATION:
Each class is responsible for appointing students to decorate a designated hall space
including posters to be displayed at local businesses. Each poster will be made of
approximately 2 foot by 3 foot tag board (supplied by the ASB; see Mr. Stevens).
The hall space will be judged as a composite on Tuesday morning, October 3rd.
Posters will be judged as a group on general appearance, theme, creativity, message
(i.e. dates of Homecoming activities, etc.) and school spirit. If hall decorations are
vandalized, class Homecoming points will be deducted from the class of the vandals.
Additionally, each hallway will need to be cleaned at the end of every school day so
our custodians are not overburdened. Class homecoming points will be deducted if
hallways are not cleaned daily.
The class presidents are responsible to put up their posters in the following Othello
businesses Tuesday afternoon.
Potter's, Rexall Drug, Ace Hardware
Seniors:
Maker,KFC
Sophmores: Steak House, Desert Deli, Time-Out Pizza
Subway, Conoco

Juniors:
Frosh:

Leprekon, Taco
Burger King,

** Failure to put up posters will result in penalty points. If they are not up by Tuesday,
5 points will be taken away; Wednesday, -10; Thursday, -15.
PENNY JAR COMPETITION: (MONDAY-LUNCH WEDNESDAY)
There will be ajar for each class placed in the north end of the corridor. For every penny
in the jar, that class gets a point. For every silver coin, the value of the coin (ie-25 cents

for a quarter) is subtracted from the total number of pennies. The object is to dump your
pennies in your own class jar and your spare silver change in another's. Each class will
receive the money that is in their jar.
This competition begins on Monday morning, and ends after lunch on Wednesday to
allow time for coins to be counted to determine the winner.

FOOD DRIVE COMPETITION:
Monday, October 2"d, through Wednesday, October 4th at 3:05 p.m. We will be
having a food drive competition between classes. All the food will find its way to the
Othello Food Bank. Each class will take their non-perishable food items to their class
advisor's room Monday through Wednesday only. (No early drop offs.) It will then
be weighed by a Leadership student and taken to the food bank. The competition
will be judged by the total weight of food brought in.
Food Drive Rooms:
507);

Frosh - Mr. Duvall (P-2);

Sophs - Mrs. Spohr (room

Juniors - Mrs. Bosch (library);

Seniors - Mr. Martinez

(room 503)

ROYALTY ELECTIONS:
One Princess and Escort will be chosen from the Freshman, Sophomore, and Junior
classes; and 3 Princesses and Escorts from the Senior class. At lunch on,
Wednesday, September 27th a preliminary Election will be held for Homecoming
Royalty. The top 3 names (6 for Seniors) will be placed on a final ballot for election
on Friday, October 29th. The winners will be announced at the assembly on
Monday, October 2"d. (Princesses and Escorts can only be clzosen once during tlzeir
freslzmen, soplzomore, and junior years, Jzowever tlzey can be clzosen again as seniors.)
Homecoming Oueen Election
*The entire student body will vote on one Senior Princess and Escort for
Homecoming Queen and King. This will take place at Lunch on Tuesday, October
3rd. All Homecoming Royalty will have their pictures taken for the Outlook after
the assembly on Monday, October 2"d. During halftime of the game on Friday,
October 6th, the royalty,(princesses and escorts) will be presented. The half-time
escorts for the royalty will be the father or stand-ins (brothers, uncles, etc.) of the
princesses. The parents of the princesses will be introduced at halftime along with
their escorts. Each class is responsible for obtaining a car (preferably convertible)
for their princesses to ride in. (Seniors need 3 cars)

Mondav. October 2nd

Just Before a Bath Day

Homecoming KickoffAssembly: (White Schedule)
Announce Royalty I Competition ?
Dress-Up Day Fashion Show
Skit Competition
Drill Team Performance
Back Alley Boys Choir
Cheerleader Performance

•
•
•
•
•
•

Skits:
(at assembly) Each class will prepare a skit no longer than FIVE minutes. (Time
starts when class is introduced) It will be judged on its relationship to the
Homecoming theme, originality, entertainment, skill, and school spirit. Skits must

be in good taste ... no profanity. obscene gestures, or inappropriate
innuendoes will be allowed. Students will be subject to disciplinary action.
which could include loss ofparticipation in other Homecoming activities.
Homecoming points can also be deducted from the class.

Poster Party:

OHS Corridor, 5:30 p.m. - 8:30 p.m.

Each class will be assigned two 4' X 8' bulletin boards to decorate in addition to one
or two large posters, which will be hung in front of the gymnasium or in the
corridor. Posters will be judged on their relation to the Homecoming theme,
quality, originality, and overall school spirit (not individual class promotion).

Tuesday, October 3rd

Crazy Hat, Crazy Hair &
Clash Day

***You must ltave a signed waiver turned in to Mr. Hojheins
to practice or play in the Powder Puff Games***

Powder Puff Practice #1 (7:45 a.m. - 9:30 a.m.) : On the football field and
practice field, each class will have the opportunity to practice from 7:45 a.m. to 9:30
a.m. This is the first of two allowed practices for Powder Puff. Each class must

have at least one adult present for their class to be allowed to participate.
Any organized practice for Powder Puff must take place at the
two scheduled on-campus practice times. Any off-campus practice
or preparation will result in disqualification for that team,

and possible removal from further Homecoming activities.

Wednesday. October 4th

Flashback Wednesday

Powder Puff Practice #2 (I: 15 p.m. - 3:00 p.m.) : On the football field and
practice field, each class will have the opportunity to practice from 3:15 p.m. to 3:00
p.m. This is the second of two allowed practices for Powder Puff. Each class

must have at least one adult present for their class to be allowed to
participate.
Powder Puff Football:
6:20 p.m. Huskie Field
Class presidents will compile a team of girls from their class. In order to
participate in either practices or the game, all players must have a signed
insurance waiver filled out and turned in to Mr. Stevens. The latest any
waiver will be accepted is 3:00 p.m. on Wednesday. October 20 1h. NO
WAIVERS WILL BE ACCEPTED ON THE FOOTBALL FIELD ON GAME
NIGHT!
Any unnecessary roughness including stiff-arming and tackling will not be
tolerated.
Competition Rules:
1. Each player must have a signed waiver turned in to Mr. Hofheins before 3:00
p.m. on the day of competition.
2. Mouth Guards are required for each player. Can be bought at the Dawg Dish
for $1.
3. No more than two coaches on the sideline per team
4. Only those girls participating are allowed on the sideline.
5. Two halves with a ten minute running clock.
6. One 45 second time-out per half. (this will stop the clock)
7. No stiff-arming, spinning, or unnecessary roughness. (1/4 turns are legal)
8. Clock stops on incomplete passes and plays out of bounds during the last minute
of each half.
9. Nine players per side. Everyone is an eligible receiver.
10. Touchdowns are 6 points, PAT's: 1 point from the 5 yard line, 2 points from
the 10 yard line.
11. No kicking game except punts. There is no defensive rush on punts and no
offensive player can go downfield until the ball is kicked. Offensive series will
start on the 25 yard line. Any Overtime will be determined by the officials.

Wednesday Night Schedule For Powder Puff Football
6:15 p.m.

Frosh vs. Juniors

6:50 p.m.

Sophs vs. Seniors

Half Time:

Frosh Drill Team

Half Time:

7:30 p.m.

Losers vs. Losers

8:10 p.m.

Soph Drill Team
Winners vs.

Winners
Half Time:

Junior Drill Team

Half Time:

Senior Drill Team

Boy's Drill Team:
Each class must prepare a drill team routine which will be performed during Half
Time of the Powder Puff games (see schedule above). The time limit is four minutes.
There is also a limit of 24 participants. You must provide your own tape. The
routines will be judged on their originality, coordination, presentation, and costume.

Routines and music must be in good taste ... no profanity. obscene gestures,
or inappropriate innuendoes will be allowed. Students will be subject to
disciplinary action, which could include loss ofparticipation in other
Homecoming activities. Homecoming points can also be deducted ftom the
class.

Thursday, October 5th

Taking Care ofBusiness Day

Float Construction: (1:15 p.m. - 5:30 p.m. in the bus loop/auto shop area)
Each class will make a float using a pick-up, (or flat bed truck of no more than 2
axles). CONSTRUCTION ON THE VEHICLE MUST BE DONE ON CAMPUS ON
THURSDAY AFTER SCHOOL. Each class must also provide at least one adult
advisor to be present during float construction. You are strongly advised to
have a "plan of attack" for your float, as there are only about four hours for
construction. Construction may begin after school on Thursday, October 21'1 and
will end at 5:30 p.m. Floats will be judged Thursday night. Floats will be judged on
creativity, originality, artistic quality, neatness, and especially their relationship
towards the Homecoming theme and school pride. Each float must be parked in the
auto shop area by 5:30 p.m. The floats will remain locked in the auto shop until
before the football game. Floats must be driven by an adult during the half-time
ceremony. Make sure Mr. Hofheins has the keys to the float on Thursday after the
construction.

Volleyball Attendance Competition:
The volleyball team is taking on the Naches Rangers at 7:00 p.m. There will be a
table set up for each student to sign-in for their class. The class with the most
people there, wins.

Friday, October 6th

Huskie Pride Day

Huskie Olympics:

10:19 a.m. - 12:54 p.m. Huskie Field

Tug-0-War: Girls and boys will have two separate contests. Weight limit for the
girls is 1500 lbs.; for the boys it's 2000 lbs. Gloves may be worn. Weigh-ins are on
Tuesday and Wednesday before school and at lunch in Mr. Hotbeins' room (504). A
roster including weight will be given to the Class Advisor on Thursday, October
21'1• Class Advisors must turn in their Tug-0-War participants (in order, from
anchor to head of the rope) by the end of first period on Friday. Only those listed on
the Friday "line-up" will be allowed to compete. Alternates may be listed on lineup, but must be on weigh in roster. Alternates can only replace someone of equal or
less weight on the afternoon of competition. (see weight limit)
1)

Inner Tube Fire Drill: The object is to see how many students you can get through
the inner tube in 2 minutes. An unlimited number of students can participate. (you
must use at least 40 people)ASB will provide the tube.

2)

3) Egg Toss/Orange Pass Relay: Each class will have a male/female pair spread out
every ten yards down the football field. At the start, each class will have to pass an
egg from person to person from one end of the field to the other. When the egg
reaches the goal line, an orange will be pushed by a person's nose back to the start.
After every ten yards, a new "pusher" takes over. The first orange to pass the goal
line wins. (10 boys I 10 girls)

Pyramid Build: Each class will construct a 15 person pyramid with a 5 person
base. Once it is "constructed", the timer will start timing. The pyramid that stands
the longest amount of time wins. If two or more pyramids hit the 4 minute mark,
the tie breaker will be the class who constructed their pyramid the fastest. (8 boys I
7 girls)

4)

Obstacle Course: Course specifics will be demonstrated on the field. (3 boys I 3
girls)

5)

6) Human Tunnel: Each class will line up with 60 people. The object is for the last
person in line to crawl under the legs of everyone in line; and the next person
follows, etc. When the person who started in the front of the line is at the front
again, the race is completed. (60 people)

7 Inner Tube Surf: Each class will lie as many people as possible on their back
"head to feet". The distance will be from hash mark to hash mark. 6 riders will
"surf' on the tube for that distance. When the sixth rider reaches the end of the
line, the race is over. If a surfer falls off the tube, they must get back on the tube at
the spot they fell off. (3 boys I 3 girls)

8 Hula Hoop Pass: 20 people will line up between the 30 yard lines holding hands.
A hula hoop will be passed from one end of the line to the other. Hands in the line
CAN NOT be broken. The first class to get their hoop to the end of the line wins.
9 Wildcat Relay: Male/female pairs will be lined up 10 yards apart. Starting at the
south goal line, the pairs will wheelbarrow race with a wildcat around their neck.
At the 10 yard line, the next pair gets the wildcat and continues. The first pair to
cross the north goal line wins. (10 boys I 10 girls)

Homecoming Dance:

OHS Corridor, After Football Game - 12:30 a.m.

The dance is being put on by the ASB. Homecoming T-Shirts, which will be sold
before Homecoming are tickets to the dance!!!

You have to be wearing a Homecoming Shirt to get into the dance!!
They will be sold for $12 each. Entrance to the dance will be $8 in the event we sell
all T-shirts.
Music will be D.J.'d by Audio FX Mobile DJ Service.
Pictures are by Reallife Photography of Kennewick. Picture packet prices range
from $8 - $20. Pictures will be delivered to the school about 10 days after the dance.

HOMECOMING HALFTIME SHOW/AGENDA
8:00
Minutes
left in the
half.

ROYALTY, PARENTS, AND DRIVERS OF CARS AND FLOAT PERSONNEL
SHOULD BEGIN TO MOVE TO THEIR VEHICLES TO BE READY FOR
HALFTIME. ALL VEHICLES SHOULD BE LINED UP IN THE BUS GARAGE
AREA READY TO ENTER THE FIELD.

20:00

DRILL TEAM PERFORMANCE
**Floats should be lined up ready to go for their parade.
**Royalty should be seated in the car ready to go after the floats.

16:00

FLOAT INTRODUCTION-if the weather has not destroyed floats, repair crews
may need to be on hand early.
**ORDER: Freshmen, Sophomores, Juniors, Seniors: ONE LAP ONLY!!
**Announce winners of the float competion.

12:00

INTRODUCE ROYALTY-parents on the field, escorts take the arm of the
princess and escort the girl to her parents. Princesses wear crown.
1) Cars pull in front of stadium
Freshman Princess: Janelle Jones Freshman Escort: Ivan Montejano
Parents:
Kay and Howard Jones
Parents:Raymond and
Anita Montejano
**ASB Rep presents princess with a rose.
2) Cars pull in front of stadium
Sophomore Princess: Rebecca Guzman Sophomore Escort: Vito Cantu
Parents:
Delia Guzman
Parents: Dalia and Abel Cantu
**ASB Rep presents princess with a rose.

3) Cars pull in front of stadium
Junior Princess: Carrie Walker Junior Escort: Drew Killian-in lockerroom
Parents:
Eric and Lorriane Walker
Parents: Gordon and Lisa
Killian
**ASB Rep presents princess with a rose.
4) Cars pull in front of stadium
Senior Princess: Sandy Cerrillo Senior Escort: Rudy Garza
Parents:
Joe and Janice Cerrillo
Parents: Raul and Ramona
Garza
Senior Princess: Susie Cerrillo Senior Escort: Tyson Cutforth-In locker room
Parents: Joe and Janice Cerrillo Parents: Charlie and Jamie Hall
Chuck Cutforth

Senior Princess: Danielle Jahns Senior Escort: Ricardo Garza-In locker room
Parents: David and Lorie Jahns
Parents: Ricardo and Letticia Garza
--Queen and King announced.
**ASE Rep presents princesses with a rose.Queen with a white rose and new crown.
6:00

CLASS COMPETITION WINNERS ANNOUNCED AND TROPHY GIVEN

5:00

CLEAR THE FIELD, TEAMS ENTER.

HOMECOMING ROYALTY
BALLOT (FROSH)

HOMECOMING ROYALTY
BALLOT (FROSH)

Circle the name of 1 escort
and 1 princess only. More markings
will disqualify your ballot
Princess
Escort
Janelle Jones Ivan Montejano
Vanessa Silva Sammy Garza
Sarah Garza Fonsi Sanchez
Severo Rodri=ez
HOMECOMING ROYALTY
BALLOT (SOPH)

Circle the name of 1 escort
and 1 princess only. More markings
will disqualify your ballot
Princess
Escort
Janelle Jones Ivan Montejano
Vanessa Silva Sammy Garza
Sarah Garza Fonsi Sanchez
Severo Rodriguez
HOMECOMING ROYALTY
BALLOT (SOPH)

Circle the name of 1 escort
Circle the name of 1 escort
and 1 princess only. More markings and 1 princess only. More markings
will disqualify your ballot
will disqualify your ballot
Princess
Escort
Rebecca Guzman
Tanner Gilbert
Maribel Ozuna
Derek Cutforth
Andrea Montemayor Alex Villarreal
Omar Dominguez
Noelia Gomez
Christine Villarreal Vito Cantu
Jeanette Mann
HOMECOMING ROYALTY
BALLOT (JUNIOR)
Circle the name of 1 escort
and 1 princess only. More markings
will disqualify your ballot.
Princess
Escort
Carrie Walker
Drew Killian
Karen Martinez
Angel Garza
Annette McKeman Jeff Powell
Jill Dickson
HOMECOMING ROYALTY
BALLOT (SENIOR)
Circle the name of 3 escorts
and 3 princesses only. More markings
will disqualify your ballot.
Princess
Escort
Andrea Gentry
Justin Mitzel
Ashley Cerrillo
Rudy Garza
Susie Cerrillo
Ricardo Garza
Sandy Cerrillo
Tyson Cutforth
Veronica Rodriguez Lance Reichert
Danielle Jahns
Remington Roylance
Cheryl Booth

Princess
Escort
Rebecca Guzman
Tanner Gilbert
Maribel Ozuna
Derek Cutforth
Andrea Montemayor Alex Villarreal
Omar Dominguez
Noelia Gomez
Christine Villarreal Vito Cantu
Jeanette Mann
HOMECOMING ROYALTY
BALLOT (JUNIOR)
Circle the name of 1 escort
and 1 princess only. More markings
will disqualify your ballot.
Princess
Escort
Carrie Walker
Drew Killian
Karen Martinez
Angel Garza
Annette McKeman Jeff Powell
Jill Dickson
HOMECOMING ROYALTY
BALLOT (SENIOR)
Circle the name of 3 escorts
and 3 princesses only. More markings
will disqualify your ballot.
Princess
Escort
Andrea Gentry
Justin Mitzel
Ashley Cerrillo
Rudy Garza
Susie Cerrillo
Ricardo Garza
Sandy Cerrillo
Tyson Cutforth
Veronica Rodriguez Lance Reichert
Danielle Jahns
Remington Roylance
Chervl Booth

ASSEMBLY AGENDA
RED I WHITE SCHEDULE
Clock Time

Time
Ela12sed

Activitv

Activities Coordinator:

~-------------~

Principal: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
ASB President:

---------------~

Person
in charge

EXECUTIVE COUNCIL
Othello High School
Assembly Participation
Advisor:
Club/Team/Oraanization:
Date of the Assemblv:
Time Allotted:
We would like to include your club/organization/team in our assembly. Please choose
one of the following activities for your group's participation.

The purpose of your assembly participation is to promote your
group and encourage students to join or attend your activities.
(We would also hope you would recognize your seniors or key personnel.)

1.

Create a two-three minute skit/song/presentation for your group for the assembly.
To be consistent with our goals for the assembly, we request that your
representatives wear a uniform (or other group clothing) to increase the spirit of
the event. Please supervise the creation of the skit and make sure that it conforms
to district and building policies.
***Copies of the skit must be submitted to the Activities Coordinator for approval
five days before the assembly. It will then be approved or revised. Please include
a description ofprops, etc. and length ofperforming time.

2.__Select a coach or team member(s) to give a pep talk with the group members in
uniform on the floor. Please include recoguition of selected key members
(especially seniors if appropriate).
***Please send the individual who will be using the microphone at the assembly
to the Activities Coordinator with the signed agreement below and a proposed
script..
3.

Other: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

I,
, the representative from
- - - - - - - - - - - - - - - - - - - - - - - d o hereby promise to
use only the approved script. I understand that any deviation from appropriate language
or actions could result in disciplinary referrals and consequences.
Signed: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ _ _ __
Advisor's Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ _ _ __

OTHELLO HIGH SCHOOL EXECUTIVE COUNCIL
Assembly Reminder
TO:
FROM:
DATE:
SUBJECT:

Bill Duncanson, Bob Olson, Sally Mcfarlin, Lance Wells, Roger Hoell,
Dan Davis, Wayne Schutte, Kristin Albee, Sean Harris
Othello High School Executive Council
WHITE I RED SCHEDULE ASSEMBLY

This notification is to remind you we will be having a WHITE I RED assembly
schedule on
~~~~~~~~~~·

We appreciate the extra effort you put forth to accommodate our schedule change. If you
have any questions, please contact Mr. Stevens.
Sincerely,

Executive Council Member

OTHELLO HIGH SCHOOL EXECUTIVE COUNCIL
Assembly Reminder
TO:
FROM:
DATE:
SUBJECT:

Bill Duncanson, Bob Olson, Sally Mcfarlin, Lance Wells, Roger Hoell,
Dan Davis, Wayne Schutte, Kristin Albee, Sean Harris
Othello High School Executive Council
WHITE I RED SCHEDULE ASSEMBLY

This notification is to remind you we will be having a WHITE I RED assembly
schedule on
~~~~~~~~~~

We appreciate the extra effort you put forth to accommodate our schedule change. If you
have any questions, please contact Mr. Stevens.
Sincerely,

Executive Council Member

Othello High School
Mixer/Dance Plan

(

Date of M i x e r / D a n c e - - - - - - - - - - - - - - - - - - - - Name of Organization.____________________
Advisor of Organization.___________________
Location of Dance

--------------------------

Music D•.J.
Chaperones

There needs to be 6 parents {preferably 3 couples) present to chaperone during the entire dance. In
addition, 2 OHS teachers need to be present. Of the 8 chaperones, at least 2 need to be male. Having
more than the required number ofchaperones wouldn't be a bad idea!

1.
3.
5.
7.
1.
3.

2.

Parent
Parent
Parent
Parent
Teacher
Teacher

4.
6.
8.

2.

4.

Parent
Parent
Parent
Parent
Teacher
Teacher

Administrator on Call:
Set Up
Crew
(6 People)
Clean Up
Crew
(6 People)

•

The Set Up Crew must meet in the corridor right after school on the
Friday of the dance. If the dance is on Saturday, set up will still be Friday.

•

Failure to have a set up and/or clean up crew will result in a loss of part
of your dance profits.

•

Make sure you get a cash box from Mrs. Roberts before noon on Thursday
before the mixer/dance.

•

This information must be turned in to Mr. Stevens by 3:00 p.m. the
Wednesday before the mixer/dance or it will be cancelled.

fo,m

W•9

(R..,., DK11moer 1987)

Oeo.anment of lne- Treasury

Request for Taxpayer
tcientlfication Number and Certification

Give this form

to tne reauester. De
NOT send to

IR~.

1ntuna1 R~nue S..rv1ce
1 Name {II 1oint n.ames, ust 1irst ano csroe tne name ot tne Dt!~on or e-nrnv wnose numoer \IOU enter 1n Part 1 oeiow ~•• 1nstruc11on1 11 vour n•m•

-

nu cnan•tt

_::: I Address
c .

. -I ------·

~!
~

City, state, and ZIP cooe

.. I
List account numoer(s)
here (optional)
Ji'-

111

11@•·~1 1c_T!:a~x~p!!!!azv!:e:!.r..!l:::a:!:e:!.n!..!t;.if!..!i:::c~a;.t1!..!o~n.!..:.N'-'.u::;m"-"b~e::r'------------------!1
1
Enter your taxpayer 1dent1f1cat1on number in
the approonate box. For 1na1v1auals ana sole
propnetors. this 1s your soc1a1 security numcer.
For other entities. it is your emoloyer
1aent1f1cat1on numoer. If you oo not have a

ts.oet.isecurnynumtMr

( , Li_;__...:__+c......:...__;+_

1

1;;$1 It

For Payees t.xempt Fram
Backup Wlthholcimg (See

instructions)

'--------------------

_:__c_~...J

number. see How To Obcain a TIN. below.

Reauester

s name ana aaaress (oononal)

Note: If the account 1s 1n more tnan one name,

see the chart on page 2 tor gu1ae11nes on wnose
numoer to enter.
Certlflcat1on.-Unoer pena1t1es ot oeriury. I certify that:

(1) Tne numoer snown on tn1s jorm is my correct taxcayer 1aent1t1cauon numoer tor 1 am waiting ror a numoer to oe tssuea to me1. an-.
(2) 1am not suc1ect to bacKuo w1thno101ng e1tner oecause I nave not ceen notified oy the Internal Revenue Service (IRS) that I am suc1ec:
·ta bacKuo w1thhoto1ng as a result of a ta11ure ta report all interest or d1v1denas. or the IRS nas not1t1ea me that 1am no ton~er suc1ect tr
oacKuP w1thna101ng (aces not apply to rea1 estate transactions. mortgage interest cai;!, tne acou1s1t1on or aoanaonment or secure.:.
property, contributions to an 1ndiv1aua1. retirement arrangement (IRA). ano payments other than interest and div1aends).
.

CertifiC:.tkx. l~sttu~1;,.,s.-You must cross out ~em (2) above if you have ~n natified by IRS that you are currently suo1ect to backuo wrthhola1n&
because ct unoerreoort1ng interest or 01Y1oenas on your tax return. (Also see Signing the Certihc.at1on unaer Soec1fJC Jnsrroct1ons. later.)
Please:

i ·

.

:~,~. ·' · 1 Slg~ature Iii-

·-._Instructions
(Section references are to the 1nrernal Revf!nu'!
Code.)
Purpose of Farm.-A oerson wno is reauireo to
file ao 1ntormat1on return wrth IRS must obta1r
your correct taxpayer 1dent1hcauon numoer (TIN I
to reoort income oaid to you. real estate ·
transactions. mortgage interest you oa1d. the
acou1s1t1on or aoanoonment ot secureo properr>.
or contnouuons vou maoe to an 1na1v1dui.• renrement arrangement (IRA), us.a.form W·9 t:
furn1sn your correct TIN to tne reauester (tne
person asking you to turn1sn your TIN).-and."wner:
apo11cabte, (l) to cert1tv tnat the Tlr-.. vou.are
furn1snmg 1s correct. (2) to cert1ty tnat you ari::
not sub1ect to bacKuD w1thhola1ng, and (3) to
claim exemption irom bacKuo w1thholo1ng if yell
are an exampt payee. rurn1sn1ng you~correct TIN.
ana making tne appropriate certd1cauons will
prevent certain payments from being subject to
the 20% bacKuo withholding •. ·~: .. ~.~~,.
Nata: If a reouester gives you a form otner thz ...
a W·9 to request your Tl~. you fJ)~t U5•:tn.e~
reQuester's form.
. . -~n·i~";'l.1-.::•
How Ta Obtain a TIN.-li you oanotnave a Tit~.
you should apply tor one 1mmea1ately•.Jo aopi)
for tne numoer. obtain Form SS·S, Apol!tat1c:tor a Social Securitv Number Card (for"
~
1nd1v10uals). or Farm SS-4, Aachcauon for •·
Emoloyer ldent1ftcat1on Numoer (tor bus1nesse.:.
and all other entities), at your local office of trle
Social Security Aom1n1strauon or the tnternc..
Revenue Service. Comotete and file tne
·oproonate term accord1n@: to its 1nstru~t1or.:.
Tocomotete Form W·9 if you eta not nave a
.N. wr1tt ·Aciolled Fpr• m tne soace tor the TH
1n Part l, sign and aate tne term. ano give 1t to tns
reauester. For oayments tnat could De subJect tcDaCKUD w1thholo1ng, vou will tnen nave 60 aavs t~
octa1n a TIN and turnisn at to tne reoueste-:.

.·.·

Date""
During the 60-0ay period. the payments you
receive will not be suo1ect to the 20% backuo
w1thhold1ng. unless you maKe a withdrawal.
However, if the reauester does not receive your
TIN from you wrthin 60 days, batkuo w1thhold1ng.
1t aoolicabie. will begin ano continue until you
rurn1Sn your TIN to tne requester ••.
Note: Writmg •App/led For• on the form means

(5) You fail to cert1ry your TIN. This aoplte!
only to interest. d1v1aend. broker. or baner
exchange accounts opened after 1983. or broke:accounts cons1oered 1nact1ve in 1983.
For otner payments. you are sub1ect to badw_;:
w1thholo1ng only if (l) or (2) aboVe apoiles.

Chat you /Jave aJreaoy applied tor a TIN OR that

you intend to apply tot one 1n tne nur. future.
As soon as vou receive vour.TIN. comolet~
anotner rorm W•9, 1nci.uoe your new TIN. sign
and data the torm. and give 1t to the requester.

What Is ll&cliup Wtthholdlnfl-Persons making
certain.payments to you are reouued to w1thno::.

ano pay to IRS 20% ot sucn payments under
certain conditions. This is called •backup
withholding.• Payments that could be sub1ect to
backup w1thhold1ng include interest, d1v"iaenas.
broker and baner excnange transactions, rents,
royalties. nonemployee compensaUan. and
cerunn payments tram fishing boat ooerators. ct.:
ao-not 1ncluaa reel estate transactaons.
It you give the reauester your correct TIN,
make tne appropnate certtticat1ans. ana report all
your taxable interest and dividenas on your tax
return. your payments will not be subject to
baCKUD withholding. Payments you recerve will be
suo1ect to oacKup w1thhold1ng it:
(1) You ao not furn1sn your TIN to tne
reauuter. or
(2) IRS notifies the reauester that you
turnLSneo an incorrect TIN, or
(3) 'fou are not1hed by IRS that vou are suo1ec:
to bacKUD w1thno)Q1ng beeause you tailed to reoor:
all your interest and d1v1aenas on your tax retur.(for 1nt1rut and diviaana 1cc:oun1.1 only), c:o·
( 4) You tail to cen1ty to the reauestef tnat VOl.'
are not suo1ect to bacKuo w1thho101n~ unaer
aoove lfor interest ana 01v1oena accounts ooene-:
att!r 1983 on1v>. C'"

c::·

JAr~

Certain payees and payments are uemot fr()CT';
backuo w1thno1a1ng and mtormatJon reoon1ng.
See Payees and Pa,vmf!nts E.xemot From Bac1eu:Withl'lo/a1n~. below. and Ex1tmot h't'flft an~
F-avmenrs unoer ::ioeclf1c 1nsrrucr1or.=. on pa~" :
11 you are an ei.empt payee.

PayHs and Payments Exempt Fram BKkuP
Wlthhold1n,.-The touow1na hits ~vees tl1L:
are exemot tram oacxuo w11nno1amg1nc. .
informauon reoortJng. For interest and clividenc1!.
all listed payees are exemot tw:eOl llefn (9). Fo·
broKer transactions, payees listed U1 (l)lnrou:gn...
(13). ano a person reg1sterea unoer the
investment Aav1sers Act of 1940 wno regu'8rtr·
acts as a brOker are exemot. Pavmems suDlect t:
reoort1ng unaer sections 604 J. ind 604 lA ar<..
generally uemot tram DaCKUD w1thho4c:hn1 only i
made to payees descnbed tn items (1) tnrough ·
(7 ). exceot that a corporation that DNMOes
medical and healtn care serw:es or b1llS anc
collects payments tor sucn Hf'Vtces as not eumc;,
tram baCkUD withholding or 1ntormat1on
•
reaort1ng. Omy payees aescribed 1n nems (2,
tnrough (6) are exemDt trom bacJr.uo wrthh0k:l1nr
tor barter excnange transact1ons. Datron.a@!.
01v1aenos. ano oayments ov ceru1n hsr11n5( DOt"
ooerato~.

( 1l A coroorat1or..
(2) An organization exemot trom tu unoe~
secuon SOl(a). or an indmaual retirement aiar
(IRA). or a cust0<21111ccount unaH' 403(bX:".
(3) The Umted States or any ageJ:M:Y c·

1nsuumental1tv tnerecn

1

a 12?2

,.cwr:i

w~,

'"""·

i2-c:

I

Date

NUMBER

I

WORK ORDER
Othello School District
r
(" Jescribe fully the defect and/ or work requested:

Building/Rm #

School
Principa I/ Superuis or Approual:

Requested by:
Routine __

Check one:

Emergency __

IJanclalism __

Phone Confirm

*******************************************************************
Date completed:
I
Total Man/Hours Worked

Assigned to:

I

MATERIALS USED AND/OR CONTRACTED
Inuoice #

Store

Quantitu

Descriotion

Price
Each

Total

TOTFIL
Remarks:

(

White
Yellow
.>ink

-

-

Completion Copy (to be returned to maker)
ivtaintenance Office File
Principal's Cop11 (to be kept bu maker)

Reu 1/97

1/2 Time Schedule 2000-2001

(

DAY
Thursday
Saturday
Tuesday
Tuesday
Tuesday

DATE

EVENT

September 7,
VB: Wahluke
2000
September 9,
VB: G-dale
2000
September 12,
VB: Connell
2000
September 26, VB: East Valley
2000
October 3, 2000
VB: Ki-Be

Saturday

October 14,
VB: Wapato
2000
VB: Grandview
Thursday October 26,
2000
September 8,
Friday
FB:Wapato
Drill Team
2000
Friday
September 22,
FB:Grandview
Drill Team
2000
Friday October 6, 2000
FB: Connell
Homecoming
Friday
Friday
Playoffs

October 27,
2000
November 10,
2000
?

FB: East Valley

Drill Team

1st playoff game
?

1st game

6:00 PM

2nd

7:30 PM

gan1e

Saturday
Thursday
Saturday
Thursday
Friday
Tuesday
Saturday

December2,
2000
December?,
2000
December 9,
2000
December 12,
2000
December 15,
2000
December 19,
2000
January 6, 2001

BB: Ephrata

Girls

Boys

BB: Hanford

Girls

Boys

WR: Othello
Invite
GBB:Wahluke

xxxxx

Drill Team

xxxxx

xxxxx

Girls

BB: G-dale

Girls

Cheer
Clinic

Boys

WR: Toppenish

xxxxx

BB: Ki-Be

Boys

Girls

Drill Team

Cheer
Clinic

Friday
Thursday
Saturday
Friday
Saturday
Saturday
Friday
Saturday
Playoffs

January 12,
2001
January 18,
2001
January 20,
2001
January 26,
2001
January 27,
2001
February 3,
2001
February 9,
2001
February 17,
2001
?

Drill Team

Boys

Boys

Drill Team

Girls

BB: East Valley

Girls

Clleer/eader

Boys

WRESTLING

East Valley

G-Dale

BB: Toppenish

Boys

Girls

BB: Connell

Girls

Boys

BB: Naches

Boys

BB: Wapato

Girls

WR: Connell

xxxxx

BB: Grandview

?

Drill Team

Girls

Camp

SECTION?:

FUNDING

Introduction
Funding is a challenging issue. ASB funds are designated as public funds and
therefore, the activities director must not expect to use ASB funds in the same manner as
private funds. ASB monies belong to the student body and any use of ASB accounts
must show student involvement and knowledge of the transaction. The activities director
should look for in-service opportunities, professional seminars, and consult with building
administrators concerning the issue of funding.

ASBLaw
The use of ASB funds is limited in scope. Marty Fortin, who is the ASB law
advisor for the Washington Association of Student Councils, suggests the acronym
"CARS" to remember the appropriate uses of ASB funds. The acronym stands for
cultural, athletic, recreational, and social. If the need for fundraising or expenditure of
funds meets one of these four criteria then it is an appropriate use of ASB funds. ASB
fund may not be used for curricular purposes. If the expenditure will have both curricular
and extra-curricular applications, an appropriate mix of ASB and Basic Education funds
is appropriate if the percentages and rationale are contained in the minutes of an official
meeting.
All fundraisers and expenditures must have documented evidence of student
approval. In order to buy inventory for the student store, the executive council must
approve the expenditure and record it in the minutes of an official meeting. When the
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purchase order is prepared, two of the officers must sign the document. When the
merchandise arrives, officers should check and sign the invoice. Finally, in the monthly
student council meetings, the minutes should reflect that the executive council approved
all ASB expenditures for the month and the dollar amount- before the warrants are
issued.
Fundraising also has many of the challenges. All fundraising activities should be
approved at the final student council meeting of the year previous. This list of activities
should then be presented to the Othello School District Board of Education for approval.
Fundraiser should document expected revenues, expenses, and an appropriate timetable.
(See section 7 appendix)

District and Building Policies
The Othello School District Board of Education must receive and approve a
budget for the coming year by May 30 of the current school year. The budget should
include projected expenses, revenues, specific fundraising needs and activities, specific
purposes for expenditures, and projected account balances. The school board will then
approve the ASB budget. All booster club activities should be cleared the board of
directors and superintendent as per their negotiated agreement. The activities director
should be involved in these negotiations in some capacity.
Othello High School building policies stipulate that all fundraising must follow
state guidelines. Additionally, all fundraisers should be calendared at student council
meetings. No more than one ASB fundraiser may be engaged in at any given time. As
an example, ifthe FFA is doing a fundraiser selling beef jerky, drill team should not be
selling lollipops at the same time. Any funds raised from unapproved fundraisers are
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subject to confiscation by the executive council to be placed in the ASB General
Account. Cash prizes may not be awarded to minors and is not an appropriate reward for
participation in a fundraising activity.

Control of Funds
When the student council recognizes a club, a fund will be established in the
name of that club. No club is allowed to operate with a negative balance; therefore, when
a club is originated, it is customary for the executive council to transfer a minimal value
to the new account. The club then becomes responsible for the fundraising and
expenditures of that account and the clubs officers must fulfill the requirements for these
activities as stated previous in this document.
The executive council has oversight authority for these accounts and can audit
them at anytime. Monthly statements should be published at student council meetings
reflecting current balances.

Annual Budget
The executive council oversees two ASB accounts directly. ASB General and
ASB Store are these two accounts. Revenue for the ASB General account comes through
the purchase of ASB cards, a portion of which is transferred to the Athletics General
Account. Student parking permits are sold for 15 dollars per year and these monies are
also deposited in the ASB General Account. Revenue from the operation of the student
store, soda pop machines, and candy vending machines provide the income for the ASB
Store account. The activities coordinator should prepare the annual budget for these
accounts.
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Individual clubs and classes must prepare budgets for the individual accounts
assigned. Clubs can request dances, corridor cleanup responsibility, parking lot cleanup,
Dawg Dish concessions for athletic contests, and a funds transfer for anticipated activities
from the executive councils. Typically requests for ASB funds are for significant
expenditures such as new band uniforms, travel to a unique conference, or other similar
activity. (See section 7 appendix)
Any fundraising activity must have appropriate documentation including ticket
sales reports, cash box reconciliation forms, inventory-tracking sheets, and deposit slips.
(See section 7 appendix) Raffles and bake sales are not approved fundraisers and may
not be engaged in by Othello High School ASB organizations.

SECTION 7 APPENDIX

CONTENTS:
ASB Fundraising Checklist
Dawg Dish Concessions Instructions
Cash Deposit Sheet
Cash Box Money Contents
Ticket Sales Report
Year End ASB Budgeting Forms

ASB Law: Fundraising Sales Checklist
By: Marty Fortin, December 2000, Washington Association of Student Councils Newsletter

1.

Fundraising activity approved previously by ASB and the
School Board:

2.

School policies and procedures reviewed and followed:

3.

Approval by Advisor and Principal:

4.

Meeting minutes showing student approval filed in the activities
office:

5.

Selection of a vendor:

6.

Time line established, scheduled on school master calendar:

7.

Group meeting to cover the details of the sale:

8.
9.

Fundraising budget filled out and filed in Activities Office:
Vendor contracts signed:

10.
11.

Parent and student responsibility acknowledged:
Sale kickoff event:

12.

Incentives determined:

13.

Individual student record sheets:

14.

Money deposited DAILY:

15.

Verify record sheets:

16.

Purchase order issued:

17.

Initial inventory received, counted, and secured:

18.

Secure merchandise during delivery period:

19.

Final inventory- secure and return unsold merchandise:

20.

Final reconciliation of the funds raised:

21.

Final bell approved by students and adviser:

22.

Fund raiser sale evaluated by students:

Instructions for Concessions for
Athletic Events
Club: _ _ _ _ _ _ Date: _ _ _ _A d v i s o r : - - - - - - - -

General Instructions
• The store should be "OPEN" (ready for business) at _ __
• Make sure all workers are familiar with the instructions,
pricing list, and the location of everything in the store. If you
run out of something, there is probably more either under the
counter or in the freezer. (More than 4 people in the concession
stand can start to get a little crowded.)
• Be friendly and courteous to all customers.
• Make sure exhaust fan stays on the entire time! (Switch is by
the light switch, fan is silent.)

• An adult must be in the store at all times!
•

Make sure you wear gloves when handling unwrapped food, especially

after handling money.
• Absolutely nobody should be in the store if they are not
working. Keep outside door locked by turning the key to the left
when entering.
• If you use crock-pots, set them on the counter above the cash
drawer. That is the only place with access to 2 plug-ins.
• Fill up a #10 tin can (under sink) with hot water and 1 cap full
of bleach. (This is your sanitation solution for wiping down
counters.) Place a small rag in the can and use to wipe down
counters, etc., as you need to.

Set Up Instructions
Turn off pop machines in hallway: The key ring has a key with tape on it.
That is the key to the janitor's closet in the hallway that leads to the
band room. Inside there are 3 electrical panels on the west wall. On the
far right panel, turn off circuit breakers 62 through 74. (They are
labeled "pop machines" on the door of panel) These must be turned
back on after the store is closed. If the door to the hallway is locked, see
a supervisor.
Nachos: OPEN one new can of nacho cheese and pour into large crockpot bin. Mix in approximately 2-3 cups of hot water, as it will be rather
thick. Microwave cheese for about 5 minutes. (You may want to stir
once during heating) Then place bin in crock-pot to keep warm. Once
cheese is warm, the crock-pot should be placed on low. Ifyou just place
the cheese in the crock-pot, and turn on high, it will take a long time to get
warm.
Hot Dogs I German Sausages: In the freezer. Defrost several
dogs/sausages and place in a Tupperware container in fridge. Heat hot
dog in microwave and then place in bun and serve. If buns are frozen
they, also will need to be defrosted. There is a meat thermometer in the
utensil drawer to ensure that you are serving dogs that are hot enough.
(If there is a large crowd, you can use a crock-pot to warm up several dogs
and have them ready to go. However, unsold dogs are wasted! So be
wise.)
Pizza Pockets: In freezer or some may be thawed in the small fridge.
Microwave for 2 Yi - 3 minutes. They can be served in a nacho tray or
in paper bags.
Burritos: Place a hole in the bag and microwave for about 2 minutes if
the burrito is taken from a fridge. If it is frozen, it will take about 3
minutes.
Bagels: In small fridge, or freezer. They can be served cold, or placed
in the microwave for a few seconds and they come with ONE small

package of cream cheese. Cream Cheese & Bagels go together; they are
not to be sold separately.
(
\

Popcorn: Turn on heat lamp (bottom of the three switches on the
machine). To make a batch of popcorn, place one stick of butter, 1 Yi
cups of popcorn (to black line on container), and one teaspoon of
flavoring salt (estimate) in kettle in machine. Turn on top two switches
on machine. (The 1st batch will take a while, as the kettle will need to
heat up.) When popping begins to slow, empty the kettle by turning the
black handle towards you & tipping the kettle to the right until empty.
IMMEDIATELY TURN OFF TOP TWO SWITCHES. Otherwise the kettle
will smoke, the fire alarm will go off, and the gym will have to be
evacuated. Try to estimate the amount of popcorn needed so that not
too much is left over. Several bags can be filled and left in machine so
that they are ready when people order popcorn.
Pretzels: Place several pretzels in pretzel oven and turn on. (Pretzels are
in the freezer or small fridge.) You may need to microwave a few first to
warm them up quickly. Pretzels can be served in a paper bag with a
small plastic cup of cheese. (Plastic cups & lids are located under the
counter.) If there is a small crowd, pretzels can be prepared one at a
time by placing them in a paper bag and microwaving for 45 seconds to
a minute. Pretzels left over in the oven are wasted.

Clean Up Instructions
• Popcorn machine should be turned off. Leftover popcorn may be
given away, or just left in the machine. It is not necessary to empty
machine.
• Any leftover nacho cheese should be placed in the Tupperware
container in the small fridge. Do not leave cheese in tin can.
• All utensils, crock-pots, and anything else used, needs to be washed
and left on the counter on a towel to dry. Counter tops should be
wiped down using sanitation solution you prepared at the beginning.
Floor should be swept. (Dust pan is under sink)

Washing Instructions: The sink has three compartments. Wash
all dishes in the far left sink using hot water and dish soap. Rinse
dishes in the middle sink with hot water. "Sanitize Rinse" dishes
in far right sink by dipping dishes in sanitation solution. The
sanitation solution is about on cap full of bleach per gallon of
water. Place all dishes on a towel on counter to EVAPORATE
dry.
• Turn pop machines in hallway back on.
• Take 3 to 4 workers with a large garbage bags (under counter) in
hand and walk through both sides of the bleachers picking up nacho
tubs, bottles, etc. This is a one time "walk-through," and needs to be
done to continue to allow food and pop into the gym itself.
• Leave all money in cash drawer. The ASB treasurer and myself will
count it. 50%1 of the money brought in during the event will then be
transferred into your club's account.
• Leave key in cash drawer if I am not around.
Any questions, see me.
Matt Stevens

ASB Student Store Deposit
Date:
Coin/Bill

Number

I~-----'

Amount

Fifties

By:

Twenties
Tens
Fives
Ones
$0.50
$0.25
$0.10
$0.05
$0.01
Checks
Other

Total Deposit $
Transfer$

TO:

....,..------------------~

Total ASB Store Deposit $

CASH BOX MONEY CONTENTS

STARTING MONEY

..

MONEY RETURNED

Nickles Out- - - - -

Nickles In" - - - - - -

Dimes Out - - - - -

Dimes In- - - - - -

•

Quarters Out"_ _ _ __

Quarters In_ _ _ __

•

Halves Out- - - - -

Halves In._ _ _ _ __

•

Dollars Out- - - - -

Dollars In"_ _ _ _ __

•

Fives Out"_ _ _ __

Fives In- - - - - -

•

Tens Out"_ _ _ __

Tens In" - - - - - -

•

Twenties Out- - - -

Twenties In_ _ _ __
Fifties In· - - - - - -

•
TOTAL OUT$- - - -

Checks In _ _ _ __

TOTAL IN$_ _ _ __

SIGNATURE_ _ _ _ _ _ _ _ _ __

OTHELLO SCHOOL DISTRICT
A.S.B. FUNDS

TICKET SALES REPORT
Student Tickets
Ending No.

Event:

Beginning No.

Date:

Number Sold
X Unit Price

$

(1)

Total Receipts
Adult Tickets
Ending No.
Beginning

No.

Number Sold
X Unit Price

$

Total Receipts

i

( 2)

Total Receipts Collected

(3)

Total Calculated Receipts for Tickets (1+2)

( 4)

Cash--Over/Short
Amount to be Deposited

A.S.B. Building Secretary

( 3-4)
$

Primary Advisor

Othello High School
Activity and Budget Proposal

2001 - 2002
Organization: _ _ _ _ _ _ _ __

Advisor:----------

Your current balance as of Feb. 01:
Projected balance as of June 01:
Projected expenses for 2001-2002:

2001-2002 projected revenue from
Fund raising will be:
Amount of money requested from ASB* _ _ _ _ _ _ _ _ _ _ __
Amount of money allocated by ASB:
(Leave blank, ASB will fill in)
Projected 2001-2002 ending balance:

*The moneys requested from ASB are additional funds allocated to clubs to
defray costs of club activities. It is in addition to money raised through dances,
concessions, parking lot clean up, or any other proposed fund raising. ASB
allocated funds are to be used for activities which promote the purpose and
mission of the club; NOT parties and/or food. Please consider the effort your
club has made to earn money BEFORE requesting an ASB transfer.

Comments:

ASB Fundraising request for Dance, Concession, Parking Lot
Clean up and Corridor Clean up, Candy or some other kind of
Name of ASB club or a c t i v i t y : - - - - - - - - - - - - - - - - Date of request for this form: ---'-/_ _-'-'/2,,,0'"-'0=l

Include these requests 011 the Fu11draisi11g activity form.
Candy or Some Other Sale during the year:

D

YES

D

NO

For the sale of candy, lollipops, car washes, or any other items, you need to have
prior approval from ASB executive council and the school board. You also need to
tell us when you will be doing the fundraiser, so we can coordinate and not have
more than one at a time. The maximum duration offundraiser is two weeks per
sale.
Date and or month you want to have your fundraiser that requires you to sell something.
Month or Date: _ _ _ _....:/_ _ _ ____,/_ _ _ __

If you would like to request fundraising that is school related, put it
on the activity form as usual and mark the appropriate areas below:

D
Concessions/Dawg DisQ YES D

Dance Fundraiser:

D

YES

NO

Preferred Month:------

NO

Preferred Month:. _ _ _ _ __

Parking Lot Clean up:

D

YES

D

NO

Preferred Month:------

Corridor Clean up:

D

YES

D

NO

Preferred Month:------

2001-02 ASB FUND RAISING ACTIVITIES
FOR:
Pronosed Activitv

Proposed
Revenue

Revenue
Use

Date

ASB Fundraising Assignments 2001-2002
Corridor Clean UQ

Groug

Parking Lot
Clean UQ
Sept.
Oct.
Nov.
Dec.
Jan.
Feb.
Mar.
Apr.
May

Groug
Cheer
Drama
Band
Saftye/Sadd
FFA
Choir
Key Club
Drill
Honor Society

Sept.
Oct.
Nov.
Dec.
Jan.
Feb.
Mar.
Apr.
May

Tech Club
Cheerleaders
Life Skills
Drama
DOC
Color Guard
Key Club
Choir
Tech Club

Mixers
Opening
Mixer
Mixer
Homecoming
Fall Formal
Mixer
Mini-Homecoming
Valentines Day
Sadie Hawkins
Got Milk
Cinco De Mayo
Prom

Date
31-Aug
14-Sep
24-Sep
5-0ct
2-Nov
14-Dec
19-Jan
9-Feb
16-Mar
20-Apr
3-May
May

Sponsor
Athletics
Choir
Art Club
ASB
Cheer
Drill team
Honor Society
Saftye/Sadd
Jr. Class
ASB
WR
Sr. Class

DawgDish
Concessions
Wrestling
Boys Basketball
Yearbook
Volleyball
Drama
Wrestling
Juniors
Sophomores

Sport

Date

Day

Opp.

VB
VB
VB
VB
VB
VB
VB
VB

11-Sep
13-Sep
20-Sep
22-Sep
2-0ct
11-0ct
18-0ct
27-0ct

Tues
Thurs
Thurs
Sat.
Tues
Thurs
Thurs
Sat.

Naches
Ki-Be
EV
Tournament
Connell
Grandview
Toppenish
Goldendale

Girls Basketball
FBLA
Tech Club

BB
WR
WR

4-Dec
6-Dec
8-Dec

TUES
Thurs
Sat.

Selah
Quincy/Goldendale
Othello Invite

DawgDish
Concessions
Baseball
Art Club
Choir
Girls Basketball
Band
Honor Society
Cheerleading
Drama
Color Guard
Softball
Softball
Honor Society
Key Club

Sport

Date

Day

Opp.

BB
WR
WR
BB
BB
BB
WR
BB
BB
WR
WR
BB
BB

14-Dec
20-Dec
28-Dec
4-Jan
11-Jan
12-Jan
17-Jan
19-Jan
29-Jan
I-Feb
2-Feb
9-Feb
16-Feb

Fri.
Thurs
Fri.
Fri.
Fri.
Sat.
Thurs
Sat.
Tues
Fri.
Sat.
Sat.
Sat.

Connell
Connell
Othello N Invite
Wahluke
Ki-be
Naches
Naches
Grandview
East Valley
District Tournament
District Tournament
Toppenish
Goldendale

SECTION 8:

RECOGNITION

Introduction
The activities coordinator is responsible for several programs at Othello High
School to recognize the accomplishments of outstanding students and staff. Some of
these programs are conducted through the student council and others are conducted solely
by the activities coordinator.

Staff and Student of the Month Awards
The student council gives these awards. In each meeting, the representatives will
nominate people for male student of the month, female student of the month, and the staff
person of the month. Staff is not limited to teachers but rather is broad enough to include
any employee at Othello High School. The activities coordinator is responsible to
produce a certificate for the student and staff person of the month. (See section 8
appendix) Normally, a king-size candy bar and a balloon bouquet accompany these
awards from the National Honor Society balloon business.

Student of the Trimester
The Student of the Trimester award is given in November for the fall trimester, in
March for the winter trimester, and in May for the spring trimester. One boy and one girl
for each grade level are selected for this award by the staff. A student may only win this
award one-time in their high school career. The activities coordinator shall prepare a
nomination ballot, final ballot, and use a professionally printed certificate for the award.
(See section 8 appendix) The student of the trimester usually receives a significant gift
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from the ASB such as a bag of candy or whatever the executive council determines is
appropriate. Prior to the actual awards ceremony the activities director should contact the
local newspaper, The Othello Outlook, for an article to be placed in the paper. Also, the
current professional photo studio contracted by the high school, Dorian's, should be
contacted to be in attendance to take a portrait for display free-of-charge.

Senior Awards
As each class graduates, the faculty chooses five recipients for special awards to
be given to members of the senior class. The activities coordinator will distribute
nomination ballots including the awards criteria for the Senior Male Athletic Award,
Senior Female Athletic Award, Senior Activities Award, Senior Service Award, and the
Senior Citizenship Award. Final ballots will then need to be circulated. (See section 8
Appendix) These awards are given in the form of an engraved plaque. West Coast
Awards has a template with the Othello High School logo, in school colors, and three
lines of engraving. (See section 8 appendix) Plaques for the valedictorian and
salutatorian should also be ordered. The activities coordinator will dispense these awards
at commencement exercises.

Other Awards
Executive officers are presented plaques commemorating their service during the
school year at the awards assembly at the end of May. The activities coordinator needs to
order these plaques in a timely manner and present them at the assembly.
Each department in the high school will have the opportunity to present
Excellence Awards at the awards assembly in May. The activities director should send
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notice to department heads in a timely manner. The activities director will then prepare
these awards for presentation by the department heads using professionally printed
certificates.

SECTION 8 APPENDIX

CONTENTS:
Staff Member of the Month Certificate
Student of the Month Certificate
Student of the Trimester Nomination Memo
Student of the Trimester Final Ballot Memo
Professionally Printed Certificates
Senior Award Nomination Memo
Senior Award Final Ballot Memo
West Coast Awards Plaque Fax

Ochello

,fffgh

School 8cu~enc Council

~as Select:e~

Mr. John -Ooe
As t:he 'Facult:yI St:aff <I'erson of t:he .5\tlont:h for
.5\tlarch .2.001
Sandy Cerrillo, ASB President

,,

Ashley Cerrillo, ASB Vice-President

TheASB

Date

Date

Ot::hello <High School

St::u~ent::

Counc[{

<'lias Select:e~

Jane -Ooe
As t:he

St:u~ent:

of t:he .'.l\{ont:h for

.'./\{arch 2001
Sandy Cerrillo, ASB President

Date

Ashley Cerrillo, ASB Vice-President

Date

ill
~t.

;_f,

Tl1eASB

Memo
To:
From:
Re:
Date:

All Teachers
Matt Stevens
Students of the Fall Trimester-Nominations
11/9/00

Please nominate one boy and/or one girl for Student of the Fall Trimester. The
nominations will be placed on a final ballot for the entire faculty to vote on next week.
Please nominate students only from classes you feel "qualified" to recognize. You don't
need to nominate eight students. Return these to my box by Wednesday, November lS'h.
Thanks, Matt

Frosh

Sophs

Memo
To:
From:
Re:
Date:

All Teachers
Matt Stevens
Students of the Fall Trimester-Nominations
11/9/00

Please nominate one boy and/or one girl for Student of the Fall Trimester. The
nominations will be placed on a final ballot for the entire faculty to vote on next week.
Please nominate students only from classes you feel "qualified" to recognize. You don't
need to nominate eight students. Return these to my box by Wednesday, November l S'h.
Thanks, Matt

Sophs

Frosh

MEMORANDUM
TO:
Mrs. Albee
Mr. Bowerly
Mrs. Crosier
Mrs. Getz
Mr. Harvill
Mrs. Holloway
Mr. Martinez
Mr. Oord
Mr. Russell
Mrs. Spohr

Mr. Barrett
Mr. Christensen
Mrs. Curtright
Mrs. Godfrey
Mr. Hoell
Mrs. Lewis
Mr. Meyer
Miss Peebles
Mr. Sams
Mr. Strophy

Mr. Barth
Mr. Cramer
Mr. Davis
Mr. Godfrey
Mr. Hofheins
Mr. Lewis
Mrs. Michik
Mrs. Pruneda
Mr. Schutte

Ms. Behrens
Mr. Crnick
Mr. Dickey
Mr. Hare
Mr. Holloway
Mrs. Lonergan
Mrs. Mohondro
Mr. Ramage
Mrs. Rettowski

FROM:

Matthew Stevens

DATE:

May 12, 2001

SUBJECT:

STUDENT OF THE TRIMESTER, SPRING 2001

Thank you to the 13 staff members who chose to nominate students for this trimester.
These are the results of the nominations. Please vote for one boy and one girl for each
class by circling or highlighting their name. If you don't know the students, you should
not feel inclined to vote. Please return your ballot to me by Friday, May 18.
Frosh. Boys
Frosh. Girls
Cade Graber
David Jordan
Emily Braunwart
Rebecca Beus
Neli(y)? Ramirez
Danae Gonzales
Jesus Davila
Alex Torres
Sonny Garza
Jason Ochoa
Amy Martinez
Robert Monroy
Soph. Boys
Soph. Girls
Adam Martin
Zach Garza
Ester Campos
Crystal Garza
Jason Macy
Brandon Little
Krystal Jensen
Caitlin Kirkwood
Adrian Contreras
Javier Melendez Bianca Vela
Sara Barger
Kevin Spohr
Josh Silva
Michelle Mendonca Jessica Reyes
Junior Boys
Junior Girls
Brian Brault
Kevin
Suzanne Jensen Anna Lodahl
Duncanson
Jenny McCourtie Annabell Gonzalez
Will Fleschman
DarenBerk
Sarah Larsen
Becky Escamilla
Ryan Ochoa
Romen
Kimberly Tovar
Martinez
DJ. Rawlings
Senior Boys
Senior Girls
Jonathan Farwell
Joe
Michelle Rodelo
Susie Cerrillo
Brandenburg
Angela Bona
Sandy Miranda
Joel Garza
Lisa Miller
Blanca Gutierrez

......
$
I

•

t

1

t

MEMORANDUM
TO:

OHS Faculty

FROM:

Matt Stevens

DATE:

May 1, 2001

SUBJECT:

SENIOR AWARDS

As in the past, we will be choosing four Senior Awards to be presented at graduation. The
awards and their criteria are listed below. On the back of this sheet is a place to nominate and
comment on students that you feel are deserving of each award. Please make sure that you
include your comments as to why your nominations are deserving of the awards._Put your
nominations in my box by Thursday, May 3 or they will not be considered. Later next week, I
will circulate a ballot (including the comments for each nominee) to all staff. We will have a
selection meeting afterwards to determine winners. The winners will be announced at
commencement.

.L

Citizenship Award:
•
•
•
•

2.

Service Award:
•
•
•
•

3.

The student has distinguished himself/herself to be of special service to OHS.
The student has been involved in student affairs.
The student is recognized as a leader by his/her peers.
The student has initiated and undertaken the accomplishment of a responsibility.

Activities Award:
•
•
•

4.

The student has demonstrated good attendance and a positive attitude towards our
school, staff, and fellow students.
The student has been very cooperative.
The student is respected in the community.
The student is honest and self-disciplined.

The student will have participated in an OHS sponsored activity other than athletics.
Priority will be given to a student who has participated in more than one activity.
The student shall have demonstrated leadership and cooperation in activities
participated in.

Athletic Award:
•

(one boy, one girl)
Priority will be given to those involved in more than one sport.

•
•
•
•

The athlete shall have demonstrated enthusiasm and a positive affect on fellow
athletes.
The athlete shall have shown a cooperative attitude towards coaches, teachers,
fellow students, and other athletes.
The athlete has accomplished himself/herself to his/her utmost at his/her sport or
sports.
The athlete is respected by the community, his/her peers, and the faculty.

Citizenship Award:

Service Award:

Activities Award:

Athletic Award: (Girl
Student Name:
Comments:

~~~~~~~~~~~~~~~~

Athletic Award: (Boy)
Student Name:
Comments:

~~~~~~~~~~~~~~~~

MEMORANDUM
TO:

OHS Faculty

FROM:

Matt Stevens

DATE:

May 7, 2001

SUBJECT:

SENIOR AWARDS

The nominations are closed and it is time now to cast your votes. Each section will begin with
a description of the award followed by the names of the students you nominated. A "#" will
indicate the number of faculty members who nominated this student. Comments made about
each student will then be listed.
All ballots are due in my box no later than 3:00 p.m. on Friday, May 11, 2001 or they will not
be counted. Please circle or highlight the name of the student for which you are voting.

2:.

Citizenship Award:
•
•
•
•

The student has demonstrated good attendance and a positive attitude towards our
school, staff, and fellow students.
The student has been very cooperative.
The student is respected in the community.
The student is honest and self-disciplined.

Jonathan Farwell--#
Ben Jensen--###
3 sports and a very responsible young man, class officer
Jeremai Hafer-#
Good attitude in a variety of activities
Erica Gomez--#
Sandy Cerrillo--##
3.88 great leader, role model, and student, positive attitude throughout the school
year
Susie Cerrillo--##
3.86 great leader, role model, and student, always working-suggests more
involvement-very positive
Jon Long--#
Positive attitude throughout the school year.
Melissa Mitchell--#
Nursing home volunteer, signs, good attendance
Remington Roylance--#
Reliable, respectful, and cooperative, self-motivated in studies

Sara Garza--#

6.

Service Award:
•
•
•
•

The student has distinguished himselff'herselfto be of special service to OHS.
The student has been involved in student affairs.
The student is recognized as a leader by his/her peers.
The student has initiated and undertaken the accomplishment of a responsibility.

Sandy Cerrillo--####
ASB President, Always working
Jon Long--###
Always willing to work and serve
Susie Cerrillo--###
Involved with various class and school activities, Involved in many service activities not
only in school but in the community as well, ASB, Leadership, class VP
Ben Jensen--#
Honor society president, athletics and involved in the community

7.

Activities Award:
•
•
•

The student will have participated in an OHS sponsored activity other than
athletics.
Priority will be given to a student who has participated in more than one activity.
The student shall have demonstrated leadership and cooperation in activities
artici ated in.

Braden Danielson--#
Sandy Cerrillo--##
ASB President
Ben Jensen--#
Honor Society President, Class activities, Athletics
Jon Long--#
Class officer, football, baseball
Rita Castro--#
She was a leader amongst few in band & choir
Jeremai Hafer--##
Running Start but still involved (FFA), FFA district agribusinessman of the year other
FFA awards.
Kelly Dorow--#
Running Start-still involved in speech, drama, band, jazz choir, honor society

8.

Athletic Award:
•
•
•
•
•

(one boy, one girl)
Priority will be given to those involved in more than one sport.
The athlete shall have demonstrated enthusiasm and a positive affect on fellow
athletes.
The athlete shall have shown a cooperative attitude towards coaches, teachers,
fellow students, and other athletes.
The athlete has accomplished himself/herself to his/her utmost at his/her sport or
sports.
The athlete is respected by the community, his/her peers, and the faculty.

Joe Brandenburg--########
3 sport starter, all-league performer-3.98 student, football, basketball, baseball
He embodies the intent of the award, a star in each, No contest, great kid, great leader,
great student, has been a joy to coach and teach.
Danny Villarreal--#
State champion wrestler, contributed to success in football

Veronica Rodriguez--###
Softball, drill team, soccer
Juana Ortiz--###
Cross country and track, hard worker, very nice young lady, works hard, dedicated,
consistent work ethic, helps others, positive
Cheryl Booth--##
Sara Harris--#
Andrea Gentry--#
4 year awards in Volleyball and Basketball

TO:

FAX: (253) 850 -1521

WEST COAST AWARDS

FROM: MATT STEVENS, OTHELLO HIGH SCHOOL FAX: (509) 488- 4600
DATE:

May 12,2001

RE:

NAMES FOR ELEVEN (11) SCHOOL PLAQUES

I would like to order eleven of your school plaques. I understand that they come with 3
lines of print per plaque for nine (9) dollars each. Reference P.O. #--1820
ere 1s

e m ormat1on or each Plaque:
I

2000 - 2001
1.

ASB PRESIDENT
SANDRA EVA CERRILLO

2000-2001
2.

ASB VICE PRESIDENT
ASHLEY NICOLE CERRILLO

3.

ASB TREASURER
CARLY KWAK

4.

ASB SECRETARY
LINDSY MOLLOTTE

5.

ASB ASSISTANT PUBLICITY MANAGER
RORY HILLMAN
CLASS OF 2001
VALEDICTORIAN
MARK BRANDON SCHUTTE
CLASS OF 2001
SALUTATORIAN
JOSEPH GREGORY BRANDENBURG
CLASS OF 2001
CITIZENSHIP AWARD
BENJAMIN LYNN JENSEN
CLASS OF 2001
SERVICE AWARD
SANDRA EVA CERRILLO
CLASS OF 2001
ACTIVITIES AWARD
KELLY JEANE DOROW
CLASS OF 2001
ATHLETIC AWARD-MALE
JOSEPH GREGORY BRANDENBURG
CLASS OF 2001
ATHLETIC A WARD-FEMALE
JUANA Z. ORTIZ

2000 - 2001

2000-2001

2000-2001

6.
7.

8.
9.
10.

11.

12.

SECTION 9:

FACILITIES AND EQUIPMENT

Introduction
The activities coordinator oversees the equipment and inventory owned by the
ASB. Part ofthis responsibility includes the setup and clean up of various events. Needs
for public address systems and sound systems are requested frequently. Other requests
involve ASB Promotional supplies and inventory for the Dawg Dish store.

Sound Systems
Public address systems are in place in the corridor, at the football field, and in the
gymnasium. The systems have the capability to amplify music or microphone systems.
The ASB also owns two mobile amplification units. One unit is located in the ASB room
and is necessary to connect to the corridor's system and second unit is located near the
gymnasium on a cart. The second unit has speakers so that it can be used anywhere
electrical power requirements can be met. The ASB also owns two sets of cordless
microphones and receivers. These two sets operate on different frequencies so they will
not conflict but the operator also must be confident that the frequency of the microphone
and the frequency of the receiver match. The microphones use nine-volt batteries to
power the remote unit; it is a good idea to have several spare batteries in stock at all
times. All microphone equipment including the cordless units, cords, and extension
cords are stored in the ASB room.
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Student Store
The Dawg Dish has several pieces of equipment worth note. The stand up
freezer, popcorn machine, stereo, and three microwaves are owned by the ASB. If any of
these pieces are in need of repair, first fill out a work order for the Othello School District
Maintenance Department and then make other repair arrangements. Four crock-pots
were donated to the store and are also located in the store. Two refrigeration units are
also kept in the Dawg Dish to cool beverages. These units are owned by Coca-Cola and
are serviced by them. They have various sizes and models available at the request of the
activities coordinator if the arrangement of equipment is changed.
The Othello School District, through the superintendent, has a beverage supply
contract with Coca-Cola. Consequently, all beverages stocked in the Dawg Dish must be
ordered from Coca-Cola. Deliveries from Coca-Cola arrive Thursday mornings and can
be ordered by Tuesday morning easily. In the contract with the district, Coca-Cola has
agreed to donate 100 cases of soda in cans per year. Traditionally, donations have been
used for Freshman Orientation and for the "Got Milk?" mixer.
The Burbee Co. has provided all other inventory items in years past. Burbee has
candy, snacks, meats, pretzels, plates, condiments, serving containers, and many other
items. Burbee's order department is very helpful in finding items to stock in the Dawg
Dish. Deliveries are made by Burbee on Thursday mornings and can be ordered on
Tuesday morning of the same week. If the Burbee order is not 150 dollars or more, a
service charge for delivery will be added.
The activities coordinator should maintain profit and loss records for the Dawg
Dish. The ASB secretary in the office will maintain the official books but the extra
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documentation is helpful for determining inventory, theft, and order quantities. All items
ordered for use in the Dawg Dish must be done using the purchase order process. (See
section 9 appendix)

Parking Lots
The activities coordinator and the executive council have responsibilities for the
student parking lot and the faculty parking lot. Students may buy permits for numbered
spaces for 15 dollars per year. Permits are when final enrollment begins in August. The
activities coordinator and executive council are responsible to see that parking space
numbers are painted and clearly visible. When school is in session, the activities
coordinator can issue five-dollar parking tickets. The ASB secretary in the office has a
log of parking violations and will record the date, time, vehicle identification, student
name, and circumstances of the violation. (See section 9 appendix) The secretary will
then place the student on the fine list and send a notice to the student of the infraction.
Students parking in the faculty or visitor parking lots will be fined ten dollars.

ASB Supplies
The ASB maintains a room in the corridor containing art supplies. The executive
council and the activities coordinator should monitor the use of these supplies and the
quantity on-hand. Homecoming competitions will cause a significant drain on supplies
as will the promotion of events. Some organizations may choose to decorate extensively
for dances, cheerleaders may use supplies when athletic teams qualify for district or state
tournaments, and some organizations will use supplies for decorations for end of the year
awards banquets. Be aware that the ASB must support these activities.

SECTION 9 APPENDIX

CONTENTS:
Dawg Dish Deposit Forms
Dawg Dish Price List
Dawg Dish Profit/Loss Forms
Dawg Dish Inventory Sheets
Parking Lot Violations Log
Parking Violation Notice

ASB Student Store Deposit
Date: I.._______,
Coin/Bill

Number

Amount

Fifties
Twenties

By:

Tens
Fives
Ones
$0.50
$0.25

$0.10
$0.05
$0.01
Checks
Other

Total Deposit $
Transfer $

TO:

===================

Total ASB Store Deposit $
=====

Dawg Dish Price List 911100
$0.25

$0.75

$1.00

$1.50

Flavor Ice

Kit Kat

Pringles Cans

German Sausage

Suckers

Reese's Cups

Cinnamon Rolls

Nachos

Laffy Taffy
Ropes
OHS Pencils

Rolo

Powerade

Burritos

M&M Peanut

Coca Cola

Pizza Pockets

Skittles

Bottled Water

Locker

Starburst Regular

Apple Juice

Memo Boards

$0.50

Almond Joy

Orange Juice

License

Pop Corn

Snickers

Fruitopia

Plate Frames

Gum

Rice Krispie Treats

Mouth Guards

Paw Tattoos

Brownies

Hot Dogs

Key Chains

Red Ropes Licorice

Jumbo Pretzels

OHS Pens

Beef Jerky

Bagel

Mamba Fruit Chews
Chewy Runts

$5.00

$15.00

Old T-Shirts

OHS
Sweatshirts

Student Store Profit/loss Totals: Year To Date 2000-2001
517101
Total$ Spent

$ Spent Sale Items $ Spent Non-Sale Items
$

12,516.68 $

1,591.64

$

14,108.32

Total Deposits

$

27,579.79

"Total" ASB Profit

$

9,207.29

Transfers to Clubs

$

4,264.18

"ASS Store" Profit

$

13,471.47

STUDENT STORE DEPOSITS '00-01
DATE AMOUNT DEPOSITED Receipt# CLUB TRANSFER
44435
08/30/00
$189.50
44435
09/01/00
$229.35
09107100
$380.80
44469
09/08/00
$262.90
44480
Art Club
$132.90
44493
Knowledge Bowl
09/11/00
Drama
44507
09/14/00
$185.00
09/20/00
$20.00
44527
09/20/00
$183.81
44529
09/25/00
$264.55
44561
09/26/00
$2.00
44568
09/28/00
$164.00
44574
$181.72
44574
Annual
09/28/00
44588
10/02/00
$305.45
10/03/00
$648.03
44594
Sr. Button
10/02/00
$72.00
44583
10/02/00
$99.00
44581
fr. Button
10/02/00
$27.00
44593
Sr. Button
So.Button
10/2/00
10/02/00
$93.00
Key Club
10/04/00
$184.50
44606
10/04/00
$543.45
44605
44596
So. Button
10/05/00
$31.00
44598
jr. Button
10/05/00
$165.00
So.Button
10/05/00
$18.00
44601
Sr. Button
10/05/00
$5.00
44602
fr. Button
44608
10/05/00
$33.00
10/05/00
$943.30
44613
$1,369.20
44622
10/06/00
44629
10/09/00
$123.46
10/10/00
$418.00
44634
10/10/00
$20.00
44627
44640
10/11/00
$583.50
Soph Button
10/10/00
$10.00
44643
10/16/00
$260.38
44653
Science Club
44664
10/17/00
$385.66
10/17/00
$527.08
44665
10/19/00
$2.00
44672
10/23/00
$362.56
44680
44696
10/31/00
$241.78
44696
Drama
10/31/00
$217.46
11/02/00
$264.24
44709
11/06/00
$145.40
44723
44736
11/08/00
$83.22
11/13/00
$153.53
44753
$137.64
44759
11/14/00
44760
11/14/00
$300.32
44765
11/16/00
$150.00
44769
11/16/00
$214.45
11/20/00
$181.86
44771

# TRANSFERRED TOTAL REVENUE
$27,579.79
$ 4,264.18 Total trans·

$

131.45
66.45
92.50

$

90.86

$

92.25

$

130.19

$

108.73

$
$

11/27/00
11/27/00
11/30/00
12/06/00
12/04/00
12/01/00
12/06/00
12/07/00
12/08/00
12/11/00
12/11/00
12/12/00
12/13/00
12/14/00
12/18/00
12/18/00
01/02/01
01/02/01
01/05/01
01/04/01
01/08/01
01/11/01
01/16/01
01/17/01
01/18/01
01/19/01
01/22/01
01/24/01
01/26/01
01/29/01
01/29/01
01/29/01
02/06/01
02/06/01
02/06/01
02/07/01
02/13/01
02/13/01
02/14/01
02/15/01
02/20/01
02/21/01
02/28/01
03/12/01
03/09/01
03/05/01
03/20/01
04/11/01
04/13/01
04/15/01
04/17/01

$5.00
$201.84
$172.25
$23.00
$653.11
$318.78
$197.75
$67.25
$614.86
$668.20
$111.42
$273.42
$417.10
$58.07
$211.04
$774.57
$105.05
$317.97
$6.00
$128.59
$524.89
$205.08
$895.95
$90.28
$1, 163.25
$456.23
$378.80
$92.60
$210.56
$34.61
$218.53
$934.86
$87.07
$415.65
$290.86
$82.30
$191.38
$258.82
$112.02
$349.00
$410.39
$259.82
$162.86
$127.08
$128.68
$233.15
$409.43
$133.37
$97.59
$1,148.07
$106.80

44786
44784
44791
44820
44807
44801
44818
44831
44848
44857
44856
44864
44872
44874
44886
44885
44899
44901
44924
44917
44929
44944
44956
44964
44966
44976
44983
44994
45000
45005
45005
45005
45039
45039
45039
45045
45059
45062
45067
45016
45034
45043
45109
45163
45160
45141
45200
45286
45294
45296
45304

Art Club
Athletics

$
$

282.10
159.39

Knowledge Bowl
Softball

$
$

307.43
334.10

speech

$

208.55

Choir
Band

$
$

357.28
52.52

Jr. Class

$

262.44

drill Team

$

392.72

sadd
seniors
Girls Bball

$
$
$

109.27
467.43
43.54

choir

$

145.43

Baseball

$

129.41

Data Match
Honor Society
Girls Bball

$
$

170.23
129.91

04/27/01
05/11/01
05/11/01
05/18/01

$137.85
$151.51
$150.68
$88.50

45339
45381
45379
45422

Store Purchases Year To Date: '00-'01

Sale Items Update Date: 05/07/01

Item No.

Item Description

Cases YTD

Units/Case

30494
30494
30498

Bubblicious Prdise Punch
Bubblicious Prdise Punch

"590
vJ590
30591
30134
38756
30258
30258
32228
32228
31012
31012
30212
30212
30287
30287
30283
30283
32151
32151
30262
30262
..._..(
265
"30265
31859
31859
30296
30296
30300
30300
30302
30302
30200
31984
30261
30107
30107
32135
32135
30114
30114
30306

Extra Peppermint 5 st

2
49
77
2
53
40
25
2
1
7
4
50
2
43
1
8
1
15
1
22
1
1
1
11
1
12
1
11
1
13
1
16
1
11
6
2
2
1
30
1
31
1
20
15
1
5
1
24

18
18
18
20
20
20
100
24
36
36
24
24
24
24
30
30
48
48
24
24
16
16
36
36
36
36
24
24
36
36
48
48
36
36
36
24
36
48
48
48
48
48
48
36
40
40
12
12

(

\

Bubblicious Wtrmln
Extra Peppermint 5 st
Extra Spearmint Gr. 5 st.
Fla-vor-lce Assort. 1.5 oz.
Hot Tamales
Kit Kat
Kit Kat
Laffy Taffy Apple Rope
Laffy Taffy Apple Rope
Laffy Taffy Wild Blue Rsbry
Laffy Taffy Wild Blue Rsbry
Licorice Super Red Rope
Licorice Super Red Rope
M & M Peanut
M & M Peanut
Mamba Fruit Chews
Mamba Fruit Chews
Nutri Grain Apple Cin
Nutri Grain Apple Cin
Reeses P/B Cup
Reeses P/B Cup
Raio
Rolo
Runts Chewy
Runts Chewy
Skittles
Skittles
Snickers
Snickers
Starburst Original
Starburst Original
Almond Joy
Butterfinger BB's
Hershey Bar Plain
Blow Pop Swt N Sour
Blow Pop Swt N Sour
Blow Pop What-A-Melon
Blow Pop What-A-Melon
Charms Pops Swt N Sour
Charms Pops Swt N Sour
Twix

/~'1835

Bef Stick Peprni Reg 9 in.

335
30757
30757

Bef Stick Peprni Reg 9 in.
Brownie Fudge
Brownie Fudge

Cost/Case

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

5.81
5.94
5.94
5.94
6.06
6.06
4.99
8.57
12.25
12.51
4.00
4.09
4.00
4.09
9.44
9.66
16.54
16.90
8.39
8.57
5.80
5.93
12.25
12.51
12.25
12.51
8.39
8.57
12.25
12.51
16.54
16.90
12.25
12.51
12.51
8.57
12.51
3.47
3.55
3.47
3.55
3.47
3.55
12.51
13.16
13.50
4.69
4.79

Cost/Unit

$0.32
$0.33
$0.33
$0.30
$0.30
$0.30
$0.05
$0.36
$0.34
$0.35
$0.17
$0.17
$0.17
$0.17
$0.31
$0.32
$0.34
$0.35
$0.35
$0.36
$0.36
$0.37
$0.34
$0.35
$0.34
$0.35
$0.35
$0.36
$0.34
$0.35
$0.34
$0.35
$0.34
$0.35
$0.35
$0.36
$0.35
$0.07
$0.07
$0.07
$0.07
$0.07
$0.07
$0.35
$0.33
$0.34
$0.39
$0.40

Time: 7:00 am
CostY.T.D.

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

11.62
291.06
457.38
11.88
321.18
242.40
124.75
17.14
12.25
87.57
16.00
204.50
8.00
175.87
9.44
77.28
16.54
253.50
8.39
188.54
5.80
5.93
12.25
137.61
12.25
150.12
8.39
94.27
12.25
162.63
16.54
270.40
12.25
137.61
75.06
17.14
25.02
3.47
106.50
3.47
110.05
3.47
71.00
187.65
13.16
67.50
4.69
114.96

30481

Rice Krispie Treat Plain

30481

Rice Krispie Treat Plain

74168

Burrito Bean/Cheese

1

48

74168

Burrito Bean/Cheese

1

48

70702

Cinnamon Roll

1

12

74148

3
16

20

$

7.60

$0.38

$

22.80

20

$

7.79

$0.39

$

124.64

$

32.45

32.45

33.62

$0.68
$0.70

$

$

$

33.62

$

9.48

$0.79

$

9.48

Pizza Pocket Micro.

27

54

$

41.59

$0.77

$

1,122.93

Pretzels Soft King Size

1

50

$

20.87

$0.42

$

20.87

Bagels Plain

5

72

$

20.40

$0.28

$

102.00

38670

Pringles Sour Cream

11

12

$

8.45

$0.70

$

92.95

38672

Pringles Cheezums

8

12

$

8.45

$0.70

$

67.60

60897

Tortilla Nacho Rd. Chips

2

3

$

5.94

$1.98

$

11.88

60897

Tortilla Nacho Rd. Chips

1

3

$

6.22

$2.07

$

6.22

(

593
74105

60897

White Tortilla Chips Nacho

20

3

$

6.22

$2.07

$

124.40

74252

Hot Dog 8/1

1

80

$

10.80

$0.14

$

10.80

74252

Hot Dog 8/1

1

80

$

11.20

$0.14

$

11.20

74252

Hot Dog 8/1

4

80

$

13.52

$0.17

$

54.08

70240

2

50

$

19.51

$0.39

$

39.02

74203

Hot Dog 5/1
German Sausage

2

50

$

24.26

$0.49

$

48.52

74203

German Sausage

5

50

25.19

$0.50

$

125.95

Coke Classic

33

24

$
$

13.20

$0.55

$

435.60

Coke Classic

11

24

$

13.68

$0.57

$

150.48

Diet Coke

11

24

$

13.20

$0.55

$

145.20

"(.

Diet Coke

7

24

$

13.68

$0.57

$

95.76

Sprite

23

24

$

13.20

$0.55

$

303.60

Sprite

11

24

$

13.68

$0.57

$

150.48

Fruitopia Fruit Int.

3

24

$

12.00

$0.50

$

36.00

Fruitopia Berry Lemonade

4

24

$

12.00

$0.50

$

48.00

Fruitopia Berry Lemonade

1

24

$

12.68

$0.53

$

12.68

Fruitopia Kiwiberry

11

24

$

12.00

$0.50

$

132.00

Fruitopia Kiwiberry

3

24

$

12.68

$0.53

$

38.04

Barqs Rootbeer

14

24

$

13.20

$0.55

$

184.80

Barqs Rootbeer

4

24

$

13.68

$0.57

$

54.72

Powerade Arctic Shatter

3

24

$

13.20

$0.55

$

39.60

Powerade Mountain Blast

6

24

$

13.20

$0.55

$

79.20

Powerade Mountain Blast

3

24

$

14.26

$0.59

$

42.78

Powerade Fruit Punch

4

24

$

13.20

$0.55

$

52.80

Powerade Fruit Punch

3

24

$

14.26

$0.59

$

42.78

Mmaid Orange Juice

27

24

$

17.00

$0.71

$

459.00

Mmaid Orange Juice

15

24

$

17.48

$0.73

$

262.20

Mmaid Apple Juice

17

24

$

17.00

$0.71

$

289.00

Mmaid Apple Juice

8

24

$

17.48

$0.73

$

139.84

Dasani Water

66

24

$

10.00

$0.42

$

660.00

Homecoming T-Shirt

1

315

$

1.480.93

$4.70

$

1.480.93

Total:

$

11,773.63

Store Purchases Year To Date: "00-'01:

Item Description

Cases YTD

Units/Case

cool ranch doritos

1
1
1
2
3
1
2
2
1
9
2
6
1
1
2

48
48
1000
500
200
500
200
6
6
40
160
1
30
1
1
400
250
100
1000
250
625
10000
100
6
6
6
6
2000
1000
125
100

Cheddar Ruffles

..r PC Ketchup Ind. Foil Pk

l

Non-Sale Items

~ Mustard Pckts Nugget
PC Relish Sweet Nugget
PC Taco Sauce
Mayonaise
ruffles chips
Lays chips

1/4 lb. Burgers
Cheese slices
Pop Corn Season Salt
Seasoned Pop Corn Butter
Pop Corn 50 lb Bag
Pop Corn 50 lb Bag
Pop Corn Bag 3.5x7 .25
Plastic Cup (nacho chese)
Plastic Cup Lid
Food Tray 2#

6

Hot Dog Tray Heavy
Napkin (dispenser type)
Napkin (dispenser type)
(

2
1

Plastic Gloves (large)
· 1~acho Cheese Tin Case
Nacho Cheese Tin Case
Nacho Cheese Tin Case
Nacho Cheese Tin Can

1
6
10
0.33

Paper Sandwich Bag
Plastic Forks

9" Plates
Cream Cheese 1 oz.

2
4
3

Update Date:

Cost/Case

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

18.05
18.05
20.15
7.07
9.97
13.33
12.32
10.30
10.93
14.28
36.79
2.03
39.57
16.50
16.95
38.80
4.26
2.16
27.23

2.25
41.92
27.42
45.24
47.35
48.50
53.93

12.44
9.47
16.27

05/07/01

Time: 7:30 am

Cost/Unit

Cos!Y.T.D.

$0.38
$0.38
$0.02
$0.01
$0.05
$0.03
$0.06
$1.72
$1.82
$0.36
$0.23
$2.03
$1.32
$16.50
$16.95
$0.10
$0.02
$0.02
$0.03
$0.00
$0.00
$0.00
$0.27
$7.54
$7.89
$8.08
$8.99
$0.00
$0.01
$0.08
$0.16

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

18.05
18.05
20.15
14.14
29.91
13.33
24.64
20.60
10.93
128.52
73.58
12.18
39.57
16.50
33.90

Total:

$

1,591.64

163.38

4.50
41.92

45.24
284.10
485.00
17.98

24.88
37.88
48.81

Student Store Inventory Sheet
Date:

I

I

Item
Description

Time:

Number
In Stock

Event:

Taken By:

Cost
Sale
Profit
Price of Item Per Item

Cost/
Case

Item
Number

Number/
Case

Bubblicious Prdise Punch

$ 0.50

$0.32

$

0.18

$

5.74

30494

18

Bubblicious Wtrmln

$ 0.50

$0.32

$

0.18

$

5.74

30498

18

Extra Peppermint 5 st

$ 0.50

$0.25

$

0.26

4.90

30590

20

Fla-vor-lce Assort. 1.5 oz.

$ 0.25

$0.05

$

0.20

$
$

4.90

30134

100

Hot Tamales

$ 0.75

$0.35

$

0.40

$

8.34

38756

24

Kit Kat

$ 0.75

$0.34

$

0.41

$

12.25

30258

36

Laffy Taffy Apple Rope

$ 0.25

$0.17

$

0.08

$

4.00

32228

24
24

Laffy Taffy Wild Blue Rsbry

$ 0.25

$0.17

$

0.08

$

4.00

31012

Licorice Su per Red Rope

$ 0.75

$0.30

$

0.45

$

8.98

30212

30

M & M Peanut

$ 0.75

$0.34

$

0.41

$

16.34

30287

48

Mamba Fruit Chews

$ 0.75

$0.35

$

0.40

$

8.34

30283

24

Nutri Grain Apple Cin

$ 0.75

$0.36

$

0.39

$

5.69

32151

16

Reeses P/B Cup

$ 0.75

$0.34

$

0.41

$

12.25

30262

36

Raio

$ 0.75

$0.34

$

0.41

$

12.25

30265

36
24

Runts Chewy

$ 0.75

$0.35

$

0.40

$

8.34

31859

Skittles

$ 0.75

$0.34

$

0.41

$

12.25

30296

36

Snickers

$ 0.75

$0.34

$

0.41

$

16.34

30300

48

Starburst Original

$

0.41

$

12.25

30302

36

3.39

30107

48

$ 0.75

$0.34

Blow Pop Swt N Sour

$ 0.25

$0.07

$

0.18

$

Blow Pop What-A-Melon

$ 0.25

$0.07

$

0.18

$

3.39

32135

48

Charms Pops Swt N Sour

$ 0.25

$0.07

$

0.18

$

3.39

30114

48

Bef Stick Peprni Reg 9 in.

$ 0.75

$0.33

$

0.42

$

13.16

30835

40

Brownie Fudge

$ 0.75

$0.35

$

0.40

$

4.19

30757

12

Rice Krispie Treat Plain

$ 0.75

$0.38

$

0.37

$

7.60

30481

20

Burrito Bean/Cheese

$

0.75

$

8.95

74168

12

74148

54

$ 1.50

$0.75

Pizza Pocket Micro.

$ 1.50

$0.75

$

0.75

$

40.66

Pretzels Soft King Size

$ 1.00

$0.38

$

0.62

$

19.19

74593

50

Bagels

$ 1.00

$0.23

$

0.77

$

16.89

74105

72

Dasani Water

$ 1.00

$0.52

$

0.48

$

12.50

24

Coke Classic

$ 1.00

$0.54

$

0.46

$

13.00

24

Diet Coke

$ 1.00

$0.54

$

0.46

$

13.00

24

Sprite

$ 1.00

$0.54

$

0.46

$

13.00

24

Fruitopia Kiwiberry

$ 1.00

$0.54

$

0.46

$

13.00

24

Barqs Rootbeer

$ 1.00

$0.54

$

0.46

$

13.00

24

Powerade Arctic Shatter

$ 1.00

$0.58

$

0.42

$

14.00

24

Powerade Mountain Blast

$ 1.00

$0.58

$

0.42

$

14.00

24

Mmaid Orange Juice

$ 1.00

$0.63

$

0.38

$

15.00

24

Mmaid Apple Juice

$ 1.00

$0.63

$

0.38

$

15.00

24

Tortilla Nacho Rd. Chips

$ 1.50

$1.92

$ (0.42) $

Hot Dog 8/1

$ 1.00
$ 1.50

$0.14

$

German Sausage

$

60897

3

11.50

74252

80

74203

$ 1.50
$ (0.24) $

24.00

70158

50
100

PC Ketchup Ind. Foil Pk

$

21.85

60765

1000

PC Mustard Pckts Nugget

$

6.86

60768

500

PC Relish Sweet Nugget

$

9.49

60782

200

PC Taco Sauce

$

12.95

60780

500

Pop Corn Season Salt

$

2.00

60940

1

Seasoned Pop Corn Butter

$

37.13

61077

30

Plastic Cup (nacho chese)

$

4.26

82184

250

Plastic Cup Lid

$

2.16

82253

100

Food Tray 2#

Cream Cheese Packets

$

-

$0.00
$0.24

0.86

5.75

Hot Dog Buns

Pop Corn 50 lb Bag
Pop Corn Bag 3.5x7 .25

$

24.90

82518

1000

Napkin (dispenser type)

$

39.80

82522

10000

Plastic Gloves (large)

$

27.42

82016

1000

Nacho Cheese Tins

$

44.96

60656

6

STUDENT PARKING LOT VIOLATIONS LOG
Student Name

Date

Time

Location

Vehicle

Othello High School
PARKING VIOLATION

Othello High School
PARKING VIOLATION

Afine of$
has been
assessed to your student account.

Afine of$
has been
assessed to your student account.

You may pay your fee to Mrs.
Roberts in the office.

You may pay your fee to Mrs.
Roberts in the office.

Date ofInfraction: _ _ _ _ __
.J'vlr. Stevens

Othello High School
PARKING VIOLATION

\

Othello High School
PARKING VIOLATION

A fine of$
has been
assessed to your student account.

Afine of$
has been
assessed to your student account.

You may pay your fee to Mrs.
Roberts in the office.

You may pay your fee to Mrs.
Roberts in the office.

Date ofInfraction: _ _ _ _ __
.J'vlr. Stevens

(

Date ofInfraction: _ _ _ _ __
.J'vlr. Stevens

Date ofInfraction: _ _ _ _ __
.J'vlr. Stevens

Othello High School
PARKING VIOLATION

Othello High School
PARKING VIOLATION

Afine of$
has been
assessed to your student account.

Afine of$
has been
assessed to your student account.

You may pay your fee to Mrs.
Roberts in the office.

You may pay your fee to Mrs.
Roberts in the office.

Date ofInfraction: _ _ _ _ __
.J'vlr. Stevens

Date ofInfraction: _ _ _ _ __
.J'vlr. Stevens

(
CHAPTERS
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

Summary
The purpose of this project was to provide a handbook for use by the activities
coordinator at Othello High School as well as to insure consistency with the mission
statement of the school:
"Othello High School, a partnership of teachers, paraprofessionals,
administrators, parents, and community, will help students achieve
immediate and future success both personally and professionally. Our
goal is to promote life-long learning so that students will become
responsible citizens in our ever-changing society."
The intent of the handbook was to provide the Othello activities coordinator with
a base of current literature and research related to the duties, responsibilities, and skills
required of a senior high school activities coordinator. A secondary purpose of the
handbook was to provide support to students, advisors, and administrators with regards to
leadership skills and activities, required documents, legal requirements for ASB
operations, and a general resource for advising student activities.

Conclusions
Upon completion of the handbook, the following conclusions were reached.

1. Activity programs are a valuable part of many students' educational
experience at the high school level since the activities attempt to meet the

25

26
cultural, recreational, and social needs of ASB members which are not usually
addressed in a classroom setting.
2. An activities program is most effective when the implementation of the
program is executed consistently and systematically.
3. A broad range of activities will help to provide a connection and a sense of
school pride for a variety of students.
4. The activities coordinator has an obligation to work with student leaders to
provide appropriate activities for all students and to encourage student
involvement. In addition, they need to be an advocate for student activities
with school staff, administration, and the community.
5. The activities coordinator should seek training and skills to provide the
knowledge and expertise required to administer the program according to
regulatory requirements.

Recommendations
Recommendations that have been suggested based upon the completion of this
project are as follows.
1. Othello High School should continue to offer an activities program that meets
the cultural, recreational, and social needs of ASB members.
2. The implementation of the activities program should be performed using
consistent standards of involvement and purpose.
3. Students should have the opportunity to develop a connection and a feeling of
school pride through involvement in activities such as student government,
extra-curricular clubs and organizations, and a variety of other activities.

27
4. The activities coordinator should fulfill the obligation to seek professional
development opportunities and to develop skills and competencies necessary
to provide an activities program that meets all regulatory requirements.
5. Other schools or advisors of student organizations may consider utilizing the
handbook produced as a model for an activities program or adjust the
handbook produced to conform to the particular needs and circumstances of
their school or organization.
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APPENDIX A
QUESTIONNAIRE

February 7, 2001

Dear Respondent:
I am in the process of completing a project for a master's degree in educational
administration at Central Washington University. I am also completing an
administrative internship this school year at Othello High School. In accordance
with these pursuits, I have chosen to develop a handbook for the Activities
Coordinator in our high school, which position I fill currently.
Subsequently, the purpose of this letter is to request your assistance in determining
appropriate content and depth for the materials of this handbook. Your responses
will also provide a basis of comparison for this position at Othello High School
and other similar schools in the 2A and 3A classification. I hope that you will be
of assistance and take a few minutes of your time to complete and return the
enclosed questionnaire. Responses to the survey will be tallied; no person's
individual responses will be identified by school or participant.
I have enclosed a stamped, self-addressed envelope for your convenience. Please
place the completed questionnaire in the mail by February 28, 2001.

Sincerely,

Matthew A. Stevens
Activities Coordinator
Othello High School
340 South i 11
Othello, WA 99344
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Questionnaire

(
Please place a checkmark ( v') next to the title that most accurately describes your
current assignment:

_ _ Principal
_ _ Assistant (Vice) Principal
Full-time Activities Coordinator
_ _ Half-time Activities Coordinator
Less than half-time Activities Coordinator
Athletic Director
_ _ Other, please specify - - - - - - - - - - - - - - - - - - - - -

On the following page, 40 potential job responsibilities related to student
activities are listed. Using a check mark ( v'), please indicate the person in your school
who is responsible for the administration of these tasks.
Example: If the Athletic Director is responsible for the supervision of the
Homecoming dance, please place a "v" in the column labeled "Athletic Director". If a
Cheerleading Coach is responsible for the Homecoming dance, place a "v" in the column
labeled "Other, please specify", and write in Cheerleading Coach.

{
\ ..
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APPENDIXB
RESULTS OF QUESTIONNAIRE

Questionnaire

Please place a checkmark ( v") next to the title that most accurately describes your
current assignment:

_ _ Principal-3
_ _ Assistant (Vice) Principal-6

- - Full-time Activities Coordinator-I
Half-time Activities Coordinator-3

- - Less than half-time Activities Coordinator-7
- - Athletic Director-9
- - Other, please specify - - - - - - - - - - - - - - - - - - - - -

Athletic Director/Vice Principal-5
Leadership Teacher--9

On the following page, 40 potential job responsibilities related to student
activities are listed. Using a check mark ( v"), please indicate the person in your school
who is responsible for the administration of these tasks.
Example: If the Athletic Director is responsible for the supervision of the
Homecoming dance, please place a "v"" in the column labeled "Athletic Director". If a
Cheerleading Coach is responsible for the Homecoming dance, place a "v"" in the column
labeled "Other, please specify", and write in Cheerleading Coach.

(
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5
5
0
3

3

10
8
9
13
2
6
15
25
26
17
20
12
15
3
6
12
8
5
10
12
13
15
18
11

14
11

4

5
1
4
3

8
17
14
23
15
9
0
12
7

1
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2
2
1
0
2
0
2
0
1
0
0
2
2
0
0
1
1
1
1
0
2
1
0
1
3
1
2
1
1
1
2
3
0
2
1

3
3
1
0
2
5
3
3
1
1
2
2
2
0
2
4
2
2
2
4
2
2
5
4
3
4
3
2
0
3
4
0
4
2

25
23
6
0
5
4
12
2
14
3
3
16
16
3
0
3
24
9
19
2
20
9
2
13
19
7
18
7
1
2
14
21
2
19
14
1
1
1
1
1
1

1
12 Secretary-5
20 Secretary-8
2 FBLA-14, DECA-4
23
10 Counselors-2
39
5 Advisor-16
1 Drama Teach.-17
1 Music Teach.-! 3
10 Cheerleaders-?
6
20 Advisor-13
3
4
1 Teacher-5
1 Secretary-I 5
1 Lead Class- 11
2 Counselors-6
9 Cheer Adv. -I
1 Counselors-I 0
3 Yearbook-11
13 ASB Sec.-8
3
3 ASB Sec.-6
3
5
2 Secretary-I I
2 Security-6
7
3
3 Various Groups-17
9
3 Sponser Club-23

1

7.0% 27.9% 23.3% ASE Sec.-2.3%
7.0% 23.3% 4.7% 7.0% 58.1% 2.3%
11.6% 18.6% 4.7% 7.0% 53.5% 2.3%
48.8% 20.9% 2.3% 7.0% 14.0% 27.9% Secretary-11.6%
11.6% 30.2% 0.0% 2.3% 0.0% 46.5% Secretary-18. 6%
0.0% 4.7% 4.7% 0.0% 11.6% 4.7% FELA-32.6%, DECA-9.3%
7.0% 14.0% 0.0% 4.7% 9.3% 53.5%
51.2% 34.9% 4.7% 11.6% 27.9% 23.3% Counselors-4. 7%
58.1% 58.1% 0.0% 7.0% 4.7% 90.7%
51.2% 60.5% 2.3% 7.0% 32.6% 11.6% Advisor-3 7.2%
48.8% 39.5% 0.0% 2.3% 7.0% 2.3% Drama Teach.-39.5%
51.2% 46.5% 0.0% 2.3% 7.0% 2.3% Music Teach.-30.2%
20.9% 27.9% 4.7% 4.7% 37.2% 23.3% Cheerleaders-16. 3%
34.9% 34.9% 4.7% 4.7% 37.2% 14.0%
11.6% 7.0% 0.0% 4.7% 7.0% 46.5% Advisor-30.2%
72.1% 14.0% 0.0% 0.0% 0.0% 7.0%
65.1% 27.9% 2.3% 4.7% 7.0% 9.3%
7.0% 18.6% 2.3% 9.3% 55.8% 2.3% Teacher-11.6%
27.9% 11.6% 2.3% 4.7% 20.9% 2.3% Secretary-34.9%
14.0% 23.3% 2.3% 4.7% 44.2% 2.3% Lead. C/ass-25.6%
79.1% 27.9% 0.0% 4.7% 4.7% 4.7% Counse/ors-13.9%
7.0% 30.2% 4.7% 9.3% 46.5% 20.9% Cheer Adv.-2.3%
46.5% 34.9% 2.3% 4.7% 20.9% 2.3% Counse/ors-23.3%
44.2% 41.9% 0.0% 4.7% 4.7% 7.0% Yearbook-25. 6%
11.6% 25.6% 2.3% 11.6% 30.2% 30.2% ASE Sec.-18.6%
23.3% 32.6% 7.0% 9.3% 44.2% 7.0%
48.8% 25.6% 2.3% 7.0% 16.3% 7.0% ASE Sec.-13.9%
9.3% 18.6% 4.7% 9.3% 41.9% 7.0%
34.9% 39.5% 2.3% 7.0% 16.3% 11.6%
34.9% 32.6% 2.3% 4.7% 2.3% 4.7% Secretary-25.6%
. 41.9% 53.5% 2.3% 0.0% 4.7% 4.7% Security-13.9%
27.9% 34.9% 4.7% 7.0% 32.6% 16.3%
11.6% 20.9% 7.0% 9.3% 48.8% 7.0%
2.3% 0.0% 0.0% 0.0% 4.7% 7.0% Various Groups-39.5%
9.3% 27.9% 4.7% 9.3% 44.2% 20.9%
7.0% 16.3% 2.3% 4.7% 32.6% 7.0% Sponsor C/ub-53.5%
2.3%
2.3%
2.3%
2.3% 2.3%
2.3%
2.3%
2.3%
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